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PREFACE

I.

PREFACE

The 2003 Comprehensive Maintenance Plan has been updated to reflect in-depth
strategic planning, as well as the organizational changes made within the Baltimore County
Public Schools, Department of Physical Facilities. The Department of Physical Facilities
includes the Engineering and Construction, Comprehensive Maintenance and Construction,
Operations, Grounds, and Accounts Payable Offices.
The Department of Physical Facilities is responsible for the facilities management of 166
schools housing approximately 107,520 students and 16 administrative, grounds, and
transportation buildings. The continuing challenges faced today are recurring and are well
documented historically. The personnel of the Department of Physical Facilities has an
unwavering commitment to delivering quality service in construction, maintenance, operations,
and grounds, as well as to address environmental areas. Adequate facilities designed to
accommodate the educational needs of our children are essential for continuous improvement of
student learning. Securing adequate funding and qualified personnel to deliver these services
remain a top priority.
The Board of Education assigns the responsibility for the efficient and effective
maintenance of buildings and grounds, utilizing operational and capital budget resources, to the
Department of Physical Facilities. Following a period of extensive school closures and
consolidations in the 1970's and 1980's, the Board of Education embarked on an aggressive
capital program to schedule systemic modernization of aging schools.
Buildings, building components, and equipment all require various and continuing
levels of maintenance to achieve their expected useful life. Closing more than 22 schools has
eliminated many of those in the poorest conditions, but the remaining facilities built in the
1950's, 1960’s and 1970's are now 30- to 50- year- old school buildings which are difficult and
expensive to maintain.
The Department of Physical Facilities has implemented a comprehensive, multi-year,
school-by-school, major maintenance plan. Phase I of the major maintenance plan is complete;
Phase II is undergoing the construction process; and Phase III is in the design process. This plan
will be revised each fiscal year and will be based on facilities assessment data (See Appendix 1),
annual maintenance work order requests submitted by school administrators,
analyses/assessments performed by facility personnel and trade/manufacturer recommendations.
The Department of Physical Facilities has also established a Facilities Life-Cycle
Management process (See Appendix 2) for Baltimore County Public Schools. The Facilities
Life-Cycle Management process addresses changing educational program standards and
deteriorating physical conditions at reasonable cost while providing appropriate space for
educational programs and services and maintaining a safe, secure, and healthy physical
environment for students and staff. Through this constant evaluation process, strategic planning
is streamlined, resources are identified, and mechanisms are put in place as required to achieve
desired objectives.

A. MISSION STATEMENT
The mission of the Department of Physical Facilities is to provide support services needed to
maintain a safe, clean, and productive educational environment that is conducive to high student
achievement. The leadership team is dedicated to be responsive as required to establish
budgetary priorities, and to accomplish all that is expected of them. The entire staff strives for
excellence, individual responsibility, and caring about others with the belief that they are an
integral part of the educational process for the students of the Baltimore County Public Schools.
We focus on delivering efficient and consistent customer service throughout the school system
without compromising the delivery methods of educational programs, activities, or functions.
B. OBJECTIVES
In compliance with Section 802 of the State of Maryland’s Public School Construction Program
Administrative Procedures Guide, the Comprehensive Maintenance Plan provides the Baltimore
County Public Schools with the systematic approach needed for effective and efficient
management of facilities management resources, to limit the failure of building systems and its
components, and to proactively maintain all facilities throughout the BCPS. It also provides
successful response to emergency incidents as required to restore any failed systems with the
minimum possible loss of school time or interference with school operations and the educational
process.
The Department of Physical Facilities is a modified facilities maintenance unit, altered to more
efficiently and effectively provide quality customer service to all school facilities within the
Baltimore County Public Schools. Its purpose is to address the facility maintenance concerns of
the principals, teaching staff, community and, most importantly, the students we serve. Its
objective is to maintain an environment that is not only conducive for teaching and learning, but
to maintain an environment that will meet the Baltimore County Pubic Schools’ Vision, Mission,
Belief Statement, Goals, Key Strategies, and Indicators of Student Achievement Progress.
Within the Department of Facilities’ Comprehensive Maintenance Plan are four goals and
accompanying strategies to be implemented by the Office of Engineering and Construction, the
Office of Comprehensive Maintenance and Construction, the Office of Operations, the Office of
Grounds, and the Office of Budget and Accounting.
Objective One: To complete capital projects in a timely and cost-effective
manner
Strategies:
•

Develop and enforce timetables/schedules for each capital
project.

•

•

•
•
•

Effectively manage and utilize Comprehensive
Maintenance personnel, Construction Managers,
Architects, and Engineers during the design bidding and
construction phases.
Continuous assessment of current organizational structure
as needed to adjust organization of the Office of
Engineering and Construction for better management of the
Capital Improvement Program.
Prepare an Office organizational plan.
Update job descriptions to delineate responsibilities
Develop written procedures to outline the capital planning,
project design, bidding, and construction phases.

Measurement:
•

Objective Two:

Project schedules and budget shall be monitored by project
status reports and change order summary reports tracking
project schedules and budgets.
To maintain and operate all facilities in order to ensure
safe, clean, and productive learning environments

Strategies:
•
•
•
•
•
•
•
•
•

Provide a complete assessment of all school facilities.
Identify major building components for assessment.
Further develop the Building Assessment Program.
Evaluate and use maintenance personnel and consultant
reports to develop future capital and operating budget
requests.
Incorporate data collected and assessments performed into
an action plan using capital and operating funds.
Conduct a cost/benefit analysis and request additional
staffing and equipment to support operations and
maintenance initiatives.
Maintain and establish improvements to the cleaning
program.
Track maintenance and operations accomplishments.
Identify and detail short- and long-term improvement plans
and funding requirements.

Measurement:
• Facility conditions shall be monitored through building

assessments, inspections, and quarterly work order
summary reports.
Objective Three:
maintenance

To further develop a comprehensive preventive
program.

Strategies:
•
•
•
•
•
•
•

Incorporate preventive maintenance schedule into existing
work order database.
Reallocate maintenance and operations personnel to
effectively deliver preventive maintenance program.
Clearly outline specific roles and responsibilities as needed
to provide specialized services.
Develop specialized preventive maintenance service
contracts for better delivery of service contracts.
Outline and implement a five- and ten- year comprehensive
maintenance budget plan.
Clearly outline preventive maintenance responsibilities of
operation and maintenance personnel.
Develop training program for effective delivery of
preventive maintenance program.

Measurement:
•

Objective Four:

Success of preventive maintenance program shall be
monitored through semi-annual work order and preventive
maintenance summary reports.
Provide optimum quantity and quality services, safely, on
time, at a reasonable cost.

Strategies:
•
•

•

Develop and implement a plan for upgrade/replacement of
existing work order database with a Computerized
Maintenance Management System.
Increase resources devoted to staffing, strategizing,
monitoring production for quality assurance and operating
improvements as required for adequate facilities
management.
Continue to improve communication and consistency of
services provided by the Office of Comprehensive

•
•

Maintenance & Construction, Customer Services Division.
Further restructure internal delivery of services to provide
more timely delivery of services and increased
accountability.
Focus on quality control though the development of
services provided by the Office of Comprehensive
Maintenance & Construction, Inspection/Code
Enforcement Division.

Measurement:
•
•

Quality control shall be monitored through quarterly
inspection reports.
Cost evaluations shall be monitored through monthly
budget reports detailing spending and change orders
executed.

Note: All objectives directly link back to the BCPS Blueprint for Progress, systemwide Goals
and Key Strategies:
Goals:
•

To improve achievement for all students

•

To maintain a safe and orderly learning environment in every school

•

To use resources effectively and efficiently

Key Strategies
•

Set high and consistent expectations and institutionalize continuous feedback
processes and support systems that ensure that quality daily instruction and
continually increasing student achievement occur in all schools.

•

Implement system wide processes to strengthen communication among schools,
home, and the community and among components of the school system in order to
foster greater understanding, increased involvement, and greater accountability and to
ensure a quality organization

•

Recruit and maintain a quality workforce and provide for the needs of employees

•

Provide differentiated professional development for all personnel that is aligned with

system goals, focused on research-based practices, and designed to increase the
quality of programs and services
•

Assess the organizational performance against world-class standards; identify
strengths and opportunities for improvement and put needed processes in place to
address organizational, management, communication, and other identified gaps

•

Provide safe and well-maintained facilities that will enhance the implementation of
instructional programs

•

Provide quality fiscal, transportation, food, information management, and other
support services, which will contribute to the effectiveness and efficiency of the
organization and improve the quality of services to students and schools

•

Maintain community and legislative support for the school system and obtain the
funding levels necessary to provide quality educational opportunities in all schools

C. MAINTENANCE CATEGORIES
MAINTENANCE OF PLANT
Maintenance of plant shall be defined as those activities which are concerned with
keeping the grounds, buildings, and fixed equipment, excluding moveable equipment, at
or near their original condition of completeness and efficiency, either through repairs or
by replacement during the life expectancy of the building (at least 40 years). Maintenance
of Plant shall further be sub-divided into the following categories and subcategories:
SCHEDULED MAINTENANCE
Scheduled maintenance includes maintenance and repair activities, which can be
forecast. The subcategories of scheduled maintenance are as follows:
•

PREVENTIVE MAINTENANCE

Preventive maintenance is action taken by users, operators, and
maintenance personnel. Preventive maintenance is used to avoid
expensive repairs and breakdowns before they occur. This is a planned
program which includes lubricating, cleaning, adjusting, painting and
replacing expendable parts. Various activities are designed to maintain the
buildings and fixed equipment as close to their original condition as
possible.
Preventive Maintenance Technicians are utilized to perform a wide variety of
preventive maintenance functions including customer service, systems

evaluation, electrical repairs/maintenance, mechanical repairs/maintenance,
and automatic temperature control installation/repair.
•

SCHEDULED REPAIRS

Scheduled repairs are actions which involve a more sizable effort than
preventive maintenance to maintain a facility in good condition.
Scheduled repairs occur at or near the end of the specified life of an item
or system. It includes such items as roof replacements/renovations,
electrical component replacement, and boiler/HVAC overhauls.
•

MODERNIZATION AND ALTERATIONS

Modifications and alterations are actions where labor and material are
expended to improve the building's configuration or functions. It includes
code corrections, renovations, and repair work but does not include
construction of new building additions or adapting building to major
changes in use.
UNSCHEDULED MAINTENANCE
Unscheduled maintenance includes repair activities, which cannot be programmed
or forecast. It includes corrections of day-to-day routine breakdowns or failures
and emergency repairs. It is usually based on reports or work requests received
from principals, site representatives, custodians, or other building based
personnel. The subcategories of scheduled maintenance are as follows:
•

UNSCHEDULED REPAIRS

Unscheduled repairs are actions to correct unforeseen breakdowns or
failures of building systems or equipment. They include routine and
emergency repairs, such as light fixture, plumbing, and mechanical system
failures.
•

VANDALISM AND SECURITY RELATED REPAIRS

A vandalism and security related repair item is one which requires the
expenditure of labor and material to restore the item to its original
condition after it has been damaged by vandals. It does not generally
include modifications of facilities for the purpose of improving building
security, such as installation or enlargement of intrusion systems.

D. DEPARTMENT OF PHYSICAL FACILITIES
ORGANIZATIONAL DATA
The Executive Director of the Department of Physical Facilities is responsible for the
coordination of all offices involved in the Comprehensive Maintenance Plan. The
Executive Director of the Department of Physical Facilities is responsible for a wide
variety of functions that impact all facilities throughout the Baltimore County Public
Schools. These areas of responsibilities include building maintenance, building cleaning,
engineering, construction, grounds services, roofing and relocatable program, energy
management, security, environmental services, customer service, inventory, contract
maintenance, inspection/code enforcement, and budgeting/accounting.
All of the above functions are housed and managed in five separate offices. These offices
are: Engineering and Construction, Comprehensive Maintenance and Construction,
Operations, Grounds, and Budget and Accounting. Each office is staffed with support
personnel who provide services for construction and the overall maintenance of a safe,
clean, and productive educational environment. The Office Administrators for
Engineering and Construction, Comprehensive Maintenance and Construction,
Operations, Grounds, and the Fiscal Supervisor for the Budget and Accounting Office
report directly to the Executive Director. In addition to these office managers, an
Administrative Assistant, Special Assistant, Educational Planning, Special Assistant,
Safety/ADA, Minority Business Enterprise Officer, and Facilities Specialist assist the
Executive Director in his coordination efforts for facilities management services
provided.
All additional duties and obligations assigned by the Executive Director, Department of
Physical Facilities, are addressed by the Administrative Assistant, Special Assistant,
Educational Planning, Special Assistant, Safety/ADA, MBE Officer, and Facilities
Specialist. The above positions are assigned a myriad of duties which include preparing
the Educational Specifications, conducting research and gathering data regarding
facilities ADA and safety issues, managing the Minority Business Enterprise program for
all facilities contracts, and coordinating daily personnel issues and concerns.
Educational Planning
In accordance with the annotated code of Maryland, COMAR, Board Policy, and the
Superintendent’s Rules, the job of the Special Assistant for Educational Planning to the
Executive Director of Physical Facilities includes but is not limited to:
•
•

Providing all services related to the educational specifications for
BCPS
Developing up-to-date educational specifications for new construction,
modernizations, and renovations.

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

•

Developing educational specifications for new spaces in coordination
with curriculum coordinators.
Providing educational specifications to the Inter Agency Committee.
Prepare accurate responses to IAC comments on educational
specifications.
Monitoring adherence to educational specifications by architects and
engineers.
Developing and maintaining data for inclusion in the Inventory of
Schools.
Providing and administering a viable Joint Use Agreement with the
local county agencies.
Developing and maintaining open communications with the Baltimore
County Department of Recreation and Parks for their needs to be
included in educational specifications.
Providing successful support to the other BCPS Department and
members of the Superintendent’s executive staff.
Supporting the Facilities Offices
Interpreting educational specifications for other offices within the
Department of Facilities.
Providing technical advice to the Superintendent and the Deputy
Superintendent relative to Facility engineering/construction,
maintenance, operations, and security issues.
Conducting research and preparing reports and correspondence for the
Executive Director of Facilities.
Attending Board of Education meetings and presenting educational
planning issues germane to the Department of Facilities’ mission.
Monitoring contemporary innovations associated with systems,
materials, concepts, and designs as applied to educational planning
and construction of school spaces.
Assisting in the planning phase to provide safe and healthful learning
environments.
Improving communication among the various Offices within the
Department of Facilities and expanding lines of communication
throughout the Baltimore County Public Schools to encourage good
human relations among these with individuals.
Preparing the annual Inventory of Baltimore County Public Schools
which contains specific data for every school.

Safety/ADA

In accordance with the annotated code of Maryland, COMAR, Board Policy, and
the Superintendent’s Rules, the job of the Special Assistant for Safety/ADA to the
Executive Director of Physical Facilities includes but is not limited to:

•
•
•
•
•
•
•
•

Pursuing the goal of providing barrier free environments when
renovating existing buildings and planning new facilities.
Developing procedures for specific safety programs.
Developing grant proposals to the federal government for funding of
architectural and communication barrier removal.
Performing on-site inspections, evaluations, and surveys for
determining specific needs of a facility such as Access for the
disabled, etc.
Recommending remediation of identified hazards within a facility
such as architectural and communication barriers.
Preparing specifications for formal and informal bids.
Managing the implementation of projects involving only Health and
Safety issues.
Preparing exhibits and reports for presentation to the Baltimore
County Public Schools Board of Education.

Minority Business Enterprise

In accordance with the annotated code of Maryland, COMAR, Board Policy, and
the Superintendent’s Rules, the job of the MBE Officer to the Executive Director
of Physical Facilities includes but is not limited to:
•
•
•
•
•
•
•
•

Coordinating, organizing, and directing the Minority Business
Enterprise (MBE) and Small Business Enterprise (SBE) efforts for
Baltimore County Public Schools.
Attending bid openings, pre-bid conferences, and pre-construction
conferences to provide assistance to contractors as needed.
Reviewing MBE material and documents when submitted to determine
accuracy and compliance.
Obtaining legal advice and/or assistance from the Board's attorney
regarding MBE approvals and waivers.
Providing outreach efforts to maintain and secure Minority Business
and Small Business participation for Baltimore County funded
projects.
Providing Minority Business Enterprise and Small Business Enterprise
(SBE) reports on percentage of MBE and SBE participation for State
and county funded projects.
Preparing documents and providing information to the Board of
Education as directed. Reviewing and verifying all documents
associated with waiver requests.
Maintaining records necessary to confirm compliance. Reviewing
monthly invoices on all contracts for MBE participation. Tracking and

•
•
•
•
•

monitoring funds associated with MBE program. Conferring with
Federal, State, and local agencies, and minority vendors.
Participating in business opportunities and events that generate
minority and small business interests.
Maintaining a database of Minority and Small Business vendors.
Providing general information to minority vendors and assistance in
filing bids, applications, and certification requests.
Providing technical assistance and outreach training programs for
minority firms.
Preparing progress reports for Baltimore County Public Schools
reflecting the ongoing goal attainment of the program.
Assisting contractors by verifying Maryland State Department of
Transportation certification and securing qualified subcontractors.

Facilities Specialist

In accordance with the annotated code of Maryland, COMAR, Board Policy, and
the Superintendent’s Rules, the job of the Facilities Specialist to the Executive
Director of Physical Facilities includes but is not limited to:
•
•

Assisting with Department of Physical Facilities’ worker
compensation issues.
Acting as the liaison between the Department of Physical Facilities
and the Department of Human Resources while addressing personnel
matters and coordinating activities relative to employee hiring for the
Executive Director, Administrators, and Supervisors within the
Department of Physical Facilities.

Comprehensive Maintenance and Construction Office
The Administrator of Comprehensive Maintenance and Construction reports to the
Executive Director of Physical Facilities and is responsible for the maintenance of each
Baltimore County Public School facility. These responsibilities include Customer
Service, Contract Maintenance, Roofing Replacement and Maintenance, Relocatable
Replacement and Maintenance, Electrical Services, Mechanical Services, General
Maintenance Services, Energy Management Services, Inspection/Code Enforcement and
School Security. Reporting to the Administrator of Comprehensive Maintenance and
Construction are the Project Administrator, Contract Maintenance, Senior Operations
Supervisors, Customer Services, Mechanical Services, Electrical Services and General
Maintenance Services, Energy Management and Inspection/Code Enforcement,
Administrative Assistance and the Special Assistant, Comprehensive Maintenance and
Construction.

Engineering and Construction Office
The Administrator of Engineering and Construction reports to the Executive Director of
Physical Facilities and is responsible for managing the Capital Budget relative to all
facilities related improvements for BCPS. These responsibilities include overseeing all
Capital Improvements being engineered, designed, and constructed. The Engineering and
Construction Office is responsible for the selection A/E design consultants and all
contractors required for all construction, renovation, and modification projects as
outlined in the BCPS Capital Improvement Program. This office provides professional
quality and constructability reviews of all designs while managing all projects through
construction completion. The Office of Engineering and Construction is also responsible
for budget development and the fiscal management of all fiscal efforts related to the
Capital Program. Within the Office of Engineering and Construction are various
divisions including: Project and Construction Management, Electrical and Mechanical
Design, Civil Design, Inspections, Environmental Services, and Integrated Pest
Management. Reporting to the Administrator of Engineering and Construction are the
Head of Engineering, the Program Manager and the Senior Operations Supervisor,
Environmental Services.
Operations Office
The Administrator of Operations reports to the Executive Director of Physical Facilities and
is responsible for the operation of each Baltimore County Public School facility and offices
through various forms of Building Services. Building Services performs housekeeping and
light preventive maintenance functions while serving as the site based representative for the
Department of Physical Facilities. The housekeeping staff must understand and safely
operate mechanical systems as required to provide a healthy and safe educational
environment. Reporting to the Administrator of Operations are five Senior Operations
Supervisors who are responsible for managing the Building Services functions for the five
Area Offices. In addition, one Senior Operations Supervisor is responsible for managing
operations contracts, employee training, and material and equipment
purchasing/maintenance as required for the day-to-day operations.
Grounds Office
The Administrator of the Grounds Office reports to the Executive Director of Physical
Facilities and is responsible for a wide variety of site- based activities and functions for all
schools and offices, which include routine maintenance, regular maintenance, installations,
construction, repair and/or replacement of grounds related items. These responsibilities
include turf management, athletic field maintenance, site maintenance, inspection/repair of
play equipment, tree and shrub maintenance, blacktop paving repair and/or replacement,
concrete paving/structure repair and/or installation, storm drain structures and line repair or

replacement, fence repair, replacement or new installation, multi-use, tennis court and trash
maintenance, including surface sealing and repair, sign replacement and installation, snow
removal program, etc. Reporting to the Administrator of Grounds are six Field
Representatives supervising 165 grounds employees who respond to a wide variety of nonstandard and emergency related issues, which if not resolved, could result in the delay of
school openings. Reporting to each Field Representative are seven Crew Chiefs who are
responsible for the day-to day activities of each grounds crew.
Budget and Accounting Office
The Fiscal Supervisor for the Office of Budget and Accounting reports to the Executive
Director of Physical Facilities and is responsible for assisting with the development of
both the Capital and Operating budgets as they relate to facilities management activities
within the entire Department of Physical Facilities. These responsibilities include the
maintenance of various accounting systems as required for the accurate tracking and
monitoring of funding allocated for the various programs and projects being managed by
the Department of Physical Facilities personnel. The Budget and Accounting Office
serves to effectively reconcile ongoing expenditures with current BCPS accounting
systems (currently AMS) while accurately processing budget transactions, allotments,
purchase orders, change orders, invoices, etc. Reporting to the Fiscal Supervisor for the
Office of Budget and Accounting is an Administrative Secretary, two Junior Accounts,
and three Accounting Clerks. Staff within this office is responsible for the day-to-day
coordination efforts with supervisors, engineers, project managers and representatives of
each office responsible for capital and operating budgets, while functioning as the liaison
between the Department of Physical Facilities and the Department of Fiscal Services.
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II. OFFICE OF COMPREHENSIVE MAINTENANCE & CONSTRUCTION
A. ORGANIZATION
The Administrator of the Office of Comprehensive Maintenance & Construction reports to the
Executive Director of the Department of Physical Facilities. The Administrator of the Office of
Comprehensive Maintenance & Construction coordinates all efforts in the Office of
Comprehensive Maintenance and coordinates the medium-and long-term maintenance plans for
all school facilities throughout the Baltimore County Public Schools. The Project
Administrator, Contract Maintenance Division, Senior Operations Supervisor, Customer
Services Division, Senior Operations Supervisor, Mechanical Services Division, Senior
Operations Supervisor, General Maintenance Division, Senior Operations Supervisor, Electrical
Services Division, Senior Operations Supervisor, Inspection/Code Enforcement Division and
Senior Operations Supervisor, Energy Management Division report to the Administrator of the
Office of Comprehensive Maintenance and Construction.
B. CONTRACT MAINTENANCE DIVISION
The Project Administrator, Contract Maintenance reports to the Administrator of the Office of
Comprehensive Maintenance and Construction. The Contract Maintenance Division is
responsible for coordinating various maintenance services contracts as needed to augment inhouse maintenance personnel. The Contract Maintenance Division uses contracted services for
the maintenance of “critical equipment” (i.e., pressure vessels, chillers, cooling towers and
elevators, etc.) throughout all schools and offices. Within the Contract Maintenance Division is
the Roofing and Relocatable Section. The Roofing and Relocatable Section is responsible for
coordinating/executing the state mandated roofing inspection program, coordinating roofing
maintenance done by both in-house staff and outside contractors, as well as managing the BCPS
capital roof replacement program and BCPS relocatable program. The Contract Maintenance
Division administers contracts that involve multiple disciplines or multiple contractors that
require coordination and monitoring on a continual basis. The Project Administrator has an
overall project responsibility for the day-to-day activities and directions of the projects, and to
ensure that the project is completed on time and within the budget.
The Contract Maintenance Services Division staff consists of licensed stationary
engineers and project/contract managers.
Contract work includes but is not limited to:
•
•
•

Mechanical Systems Maintenance (boiler & HVAC)
Plumbing Maintenance
Electrical Systems Maintenance

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Fire Alarm
Specialty Systems (Elevator, Sprinkler, etc)
Painting Contracts
General Architectural Modifications (flooring, ceiling, painting, etc.)
Evaluation of the condition of equipment
Development and oversight of a recommended boiler maintenance
program
Cleaning and repair of HVAC equipment
Monthly safety inspection of elevators
Chillers
Fire suppression systems
Reporting of needed boiler repairs to mechanical services for action
Checking on work performed by contractors performing boiler, chiller,
elevator repairs
Overseeing chiller and cooling tower maintenance contracts
Overseeing elevator inspections
Providing operation of the physical plant training to Office of
Maintenance/Operations staff

ROOFING AND RELOCATABLES SECTION
The Roofing and Relocatable program is responsible for the repair, replacement, inspection, and
warranty of all roofing components throughout the Baltimore County Public Schools. The
roofing responsibilities include effectively and efficiently planning the repairs, replacements, and
inspections of roofs to maintain the integrity of the interior of the building and its components,
and to provide the occupants with a safe and healthy learning environment. In-house repair
crews are responsible for maintenance on roofs that are not under warranty. They have been
charged with the task of repairing active roof leaks and repair of roofs where preventive
maintenance inspections have been performed. Where capital or operating funding has been
identified and established for such projects, roofs are replaced and coordinated with the Office of
Construction and Engineering. Inspection of all roofs as mandated by the State of Maryland on a
biannual basis; inspection of warranty roofs to maintain the warranty and facilitate repairs
through the installing contractor are also the responsibility of this section.
In addition to roofing, Roofing and Relocatable personnel are responsible for the moving and setting
up of relocatable classrooms to ease overcrowding and for Engineering and Construction projects
where relocatables are needed for swing space as required to reduce the impact of renovation
projects on the instructional programs during renovations. The relocatable classroom program
initiates and maintains a relocatable classroom program that includes the planning, moving, and
placement in a safe and efficient manner. Through strategic planning and as funding allows, a
replacement and remodeling program will be established which will promote a safe, uniform, and
maintainable standard for all relocatable classrooms.
The work performed by the Roofing and Relocatable Section includes:

•
•
•
•

Roof replacement through capital improvements
Inspection of roofs semi-annually
Roofing repairs
Relocatable repair and moving

The Contract Maintenance Services Division staff consists of a maintenance specialist, contract
analysts, roofing supervisors, inspectors and roofing mechanics. The Project Administrator
directs and supervises the Contract Services program for all schools and offices. There is one (1)
Senior Operations Supervisor, Contract Maintenance, one (1) Roofing & Relocatable Supervisor,
one (1) Maintenance Specialist, two (2) Roofing Inspectors, one (1) Field Representative,
Contract Maintenance, one (1) Preventive Maintenance Technician, Contract Maintenance and
one (1) Contract Analyst who report directly to the Project Administrator.
The Contract Maintenance Services Division consists of:
•
•
•
•
•
•

•

•

(1) Senior Operations Supervisor, Contract
Maintenance who administers various electrical and
plumbing contracts.
(1) Maintenance Specialist who administers various
general maintenance contracts for painting, flooring and
ceiling replacement, window repairs etc.
(1) Roofing & Relocatable Supervisor who coordinates,
prioritizes, and assigns all roofing and relocatable
work.
(2) Roofing Inspectors who perform daily inspection
for capital roofing projects, the semi-annual state
inspection, and oversee on-call roof repair contracts.
Field Representative who administers various
mechanical contracts for the maintenance of critical
equipment.
(1) PMT, Contract Maintenance who performs site
evaluations and facilities assessments to assist in scope
identification and the monitoring of contract work in
progress.
(1) Contract Analyst who collects and analyzes data
gathered from building assessments and maintenance
activity as required to produce reports needed to
improve office operations.
Roofing Mechanics who execute repairs to roofing
systems and relocatables.

C. CUSTOMER SERVICES DIVISION
The Senior Operations Supervisor, Customer Services Division reports to the Administrator of
the Office of Comprehensive Maintenance and Construction. The Customer Services Division is
responsible for receiving, recording, and closing all facilities customer service calls and work
orders used to direct, as well as inform, facilities personnel of various maintenance service
requests. Through the efforts of staff operating the Maintenance Customer Service Desk
(MCSD), the appropriate Facilities staff are notified of all routine and emergency situations
affecting facilities throughout the BCPS. The Senior Operations Supervisor, Customer Services
Division has the responsibility for managing the daily schedules of five (5) Customer Service
Representatives. Each representative is responsible for coordinating documented work orders
while providing customer service and communicating service schedules with school- based
administrators throughout the Baltimore County Public School system.
Through maintenance customer service, the Department of Physical Facilities has created a
venue for regularly scheduled meetings with the school administrators and the Executive
Directors of Schools as needed to discuss any building concerns. While informing customers of
facilities management related activities, staff within the Customer Services Division are assigned
the task of coordinating work orders among the Comprehensive Maintenance and Construction,
Operations, Grounds, and Engineering and Construction Offices as required to assist in resolving
conflicts and complaints.
Additional staffing, under the management of the Senior Operation Supervisor, Customer
Services Division, is the Inventory & Stocking Crew. The Inventory & Stocking Crew is run by
the Inventory Supervisor who coordinates the receiving, stocking, distributing, and tracking of
maintenance inventory, supplies, and materials for all trades within the Comprehensive
Maintenance and Construction Office.
CUSTOMER SERVICES REPRESENTATIVES
The role of the Customer Services Representatives is to identify and plan any mediumand long-term plans associated with the facilities for which they are responsible.
Currently, there are five (5) Customer Services Representatives - one for each region in
the Baltimore County Public School system. The Customer Service Representative
communicates the work scheduled by maintenance services with the school-based
administrators to ensure the effective communication between customers and BCPS
Facilities service groups. Through effective communication, the customer’s needs are
discussed and prioritized while expectations are clarified.
The Customer Services Representatives also ensure that all physical facility related
implications of a planned educational program are included in the implementation
program. This will ensure the impacts to the occupants of the facility are minimized.
The work being performed by the Customer Services Division includes:

•
•
•

Evaluating the condition of equipment
Developing a recommended checklist for boiler maintenance
Reporting needed repairs through the work order process where
priorities will be set and repairs completed

The Customer Services Division staff consists of licensed stationary engineers and
customer services representatives.
D. MECHANICAL SERVICES DIVISION
The Senior Operations Supervisor, Mechanical Services Division reports to the Administrator of the
Office of Comprehensive Maintenance and Construction. The Mechanical Services Division is
responsible for a variety of services and activities that includes plumbing, automatic temperature
control, heating/ventilating and air conditioning (HVAC) maintenance at all schools and offices
throughout the Baltimore County Public School system.
The Mechanical Services Division staff consists of licensed and journeymen plumbers, HVAC
mechanics and stationary engineers. The Senior Operations Supervisor directs and supervises the
Mechanical Services program for all schools and offices. There are two (2) Field Representatives
and one Shop Supervisor who report directly to the Senior Operations Supervisor.
The Mechanical Services Division consists of:
•

Field Representative for plumbing directs the
day-to-day operation of the plumbing program;
coordinates, prioritizes, estimates and assigns all work.

•

Field Representative for mechanical directs the
day-to-day operation of the mechanical program;
coordinates, prioritizes, estimates, and assigns all work.

•

Shop Supervisor manages the shop activities, orders
supplies, reviews work requests, manages the
mechanical shop supplies, materials, parts and
equipment while assisting the Field Representatives and
Senior Operations Supervisor with the day-to-day
operation of Mechanical Service

•

Lead Automatic Temperature Control Technician
executes pneumatic control repairs as needed to address
ATC concerns.
HVAC Mechanics execute repairs to unit-vents,
burners, chillers, Air Handling Units, boilers, etc.

•

•

Plumbers who execute repairs to water heaters, sanitary
lines, plumbing fixtures, water lines, etc.

The work performed by the Mechanical Services Division
includes:
•
•
•
•
•
•

•
•
•
•
•
•
•
•
•
•
•
•
•

Repairing/replacing plumbing fixtures, faucets,
flush-valves, valves, piping, water heaters, etc.
Automatically replacing pressure temperature relief
valves for safety considerations when a water heater
is serviced
Servicing/replacement of all in-line pumps.
Installing mechanical seals on base-mounted pumps
Repacking pumps and valves
Servicing/replacing boiler feed/vacuum pumps and
condensate return pumps
Replacing pressure relief valves on boilers and
servicing/replacing low water and operating
controls (wiring by electrical crew), sight glass, and
gauge cocks
Repairing or replacing hot water heating/cooling
coils in air handling and terminal units because of
freeze ups
Insulating equipment/piping after repair or
replacement
Replacing steam trap elements (thermostatic) or
complete F & T traps
Oil/gas burner servicing and preventive
maintenance
Troubleshooting automatic temperature control
systems
Servicing dust collection systems
Providing scheduled replacement of, belts,
lubrications, etc.
Evaluating the condition of equipment
Cleaning and repairing HVAC equipment
Installing and testing Automatic Temperature
Controls
Adjusting, tightening, replacing, and repairing
equipment as needed on a timely basis
Inspecting Chillers
Servicing fire suppression systems

Note: If a project is of such a scope (or manpower is limited) that it cannot be accomplished by
in-house plumber/mechanics within the Mechanical Services Division, it is assigned to the
Contract Maintenance Division.
E. GENERAL MAINTENANCE SERVICES DIVISION
The Supervisor of the General Maintenance reports to the Administrator of the Office of
Comprehensive Maintenance and Construction. The Senior Operations Supervisor of the
General Maintenance Services Division is responsible for the day-to-day activities of the
General Maintenance and Painting and Glazing sections. The General Maintenance section is
responsible for a very wide variety of services and activities that include floors, ceilings, door,
hardware, masonry, partitions, handrails, casework, and general carpentry at all school and
offices. The Painting and Glazing Section is responsible for executing minor and special painting
request, as well as glazing/glass replacement and/or repairs at all school and offices.
The General Maintenance Services Division staff consists of maintenance tradesmen, with
various specialties. The Senior Operations Supervisor directs and supervises the General
Maintenance Services program for all schools and offices. There is one (1) Senior Operations
Supervisor, Contract Maintenance, one (1) Roofing & Relocatable Supervisor, one (1)
Maintenance Specialist, two (2) Roofing Inspectors, one (1) Field Representative, Contract
Maintenance, one (1) PMT, Contract Maintenance and one (1) Contract Analyst who reports
directly to the Project Administrator.
The General Maintenance Shop consists of:
•

(3) Field Representatives who coordinate the day-to-day operation
of the general maintenance program, floor/ceiling services,
painting/glazing services while prioritizing and assigning all work.

•

(1) Shop Supervisor who manages the shop activities, orders
supplies, reviews work orders, assists the Field Representatives
and Senior Operations Supervisors with the day-to-day operation
of general maintenance services.

•

Floor & Ceiling Mechanics who execute floor and ceiling repairs.

•

Painters and Glazers who execute painting requests & glass repair.

•
•

Carpenters who execute casework repairs, ramp installation, etc.
Technicians who perform the fire extinguisher maintenance
program.
The work being performed by the General Maintenance Shop includes:

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Repair and replacement of floor tiles
Repair and replacement of ceiling tiles
Repairs to cafeteria tables
Repairs to walls, drywalls, ceramics, movable walls, block
masonry, etc.
Repairs and replacement of doors
Repairs/replacement/installation of lockers
Repairs/replacement to chalk and tack boards
Minor repairs to access for the disabled
A comprehensive maintenance plan repainting schedule
Hauling trenches for Electrical Department
All rough and finish carpeting
Overhead door repair/replacement
Bleacher repair
Gymnasium equipment repair
Welding, brazing, etc.
Masonry brick, etc
Repair/replacement/installation of shelving, built-ins
Repair/replacement/installation of counter tops and cabinets
Equipping the schools and offices with fire protection through the
distribution, maintenance, and inspection of portable fire
extinguishers

The work performed by the Painting and Glazing Section consists of:
•
•
•
•
•

Repair and replacement of locks
Painting and plastering
Repair/replacement/installation of window systems, skylights,
screens, and related hardware
Repair/replacement of broken or damaged glazing material
Repair/replacement of hardware for flagpoles

Note: If a project is of such a scope (or manpower is limited) that it cannot be accomplished by
in-house plumber/mechanics within the Mechanical Services Division, it is assigned to the
Contract Maintenance Division.

F. ELECTRICAL SERVICES DIVISION

The Senior Operations Supervisor, Electrical Services Division reports to the Administrator of
the Office of Comprehensive Maintenance and Construction. The Electrical Services Division is
responsible for electrical equipment and systems maintenance, lighting repairs, and replacement.
Within the Electrical Services Division is the Fire Alarm Section, which is responsible for fire
alarm maintenance, and the Electronics Section, which is responsible for intercom, media
retrieval, public address and clock systems maintenance throughout the Baltimore County Public
School system.
The Senior Operations Supervisor directs and supervises the Electrical Services program for all
schools and offices. There are three (3) Field Representatives and one (1) Shop Supervisor who
report directly to the Senior Operations Supervisor.
The Electrical Service Division staff consists of licensed and journeymen electricians,
fire alarm technician, electronic technicians and stationary engineers.
The Electrical Service Division consists of:
•

Field Representative for electrical who directs the day-to-day
operation of the electrical program (high voltage)

•

Field Representative for electronics who directs the day-to-day
operation of the electronics program (low voltage)

•

Field Representative for fire alarms directs the day-to-day
operation of the fire alarm program

•

Shop Supervisor who manages the shop activities, orders
supplies, reviews work requests, and manages the electrical shop
supplies, materials, parts, and equipment. Assists the Field
Representatives and Senior Operations Supervisor with the
day-to-day operation of electrical services.

•

Electricians who execute repairs to electrical systems, interior
and exterior lighting, panels, feeders, wiring, receptacles etc.

•

Fire Alarm Technician who executes fire alarm repairs.

•

Electronic Technicians who execute repairs to PA systems,
clocks, etc.

The work being performed by the Electrical Service Division includes:
•

Repair/replacement of wiring/electrical devices

•
•
•

•
•
•
•
•
•
•

Installation of new lighting fixtures in conjunction with
new ceilings
Re-lamping lighting fixtures, both outdoor and building
high ceiling areas
Responding to building power outages. Should a problem
be the responsibility of the utility company, electricians
remain on site until power is restored to be sure all
equipment is properly energized
Investigate, repair and report heat/air conditioning
problems
Installation of window air conditioners (window air
conditioning units are replaced if repair exceeds 50% cost
of a new unit)
Troubleshoot boiler control circuits
Servicing of all self-contained terminal heating/cooling
units
Installation/removal of electrical service when portable
classrooms are relocated
Battery replacement only on emergency generator and
emergency lighting battery pack units
All electrical work associated with in-house projects
including wiring of new equipment or relocated equipment
in conjunction with changes in educational requirements
etc.

Work in the Fire Alarm Section consists of:
•

Repair and service of fire alarm systems

Work in the Electronic Section consists of:
•
•
•
•
•
•
•
•
•
•

Repair or replacement of Master Clock control units
Repair or replacement of Program Bells
Repair or replacement of Program Clocks
Upgrade and installation of Program Clocks
Additions to Clock and Bell Systems
Repair of Analog intercom systems
Repair of Telephone intercom systems (Telecor/Telecenter
21)
Additions to Analog and Telephone intercom systems
Upgrade and installation of Telephone/Media Retrieval
systems
Installation of Media Retrieval systems

•
•
•
•
•
•
•
•
•
•
•
•
•
•

Repair of Media Retrieval systems
Repair of CATV systems
Repair of V.C.R.’s
Repair of TV’s
Mounting of TV’s
Mounting of Video Monitors
Repair of Gym & Auditorium sound systems
Installation and upgrade of Gym and Auditorium to Pro
Sound Systems
Typewriter repair
Miscellaneous Office Machine repair
Word Processor repair
Maintenance of phone system at Pulaski
Remote Sound Setup for Board Meetings, workshops,
school openings, ground breakings, and any other remote
sound needs required by the system
Repair of typewriters

Note: If a project is of such a scope (or manpower is limited) that it cannot be accomplished by
in-house plumber/mechanics within the Mechanical Services Division, it is assigned to the
Contract Maintenance Division.
G. INSPECTION/CODE ENFORCEMENT
The Senior Operations Supervisor, Inspection & Code Enforcement reports to the Administrator
of the Office of Comprehensive Maintenance and Construction. The Inspection/Code
Enforcement Division is responsible for coordinating state inspections for boilers and hot water
heaters, conducts and documents inspections of in-house maintenance work, as well as work
performed by outside contractors prior to approving payment of invoices. The Inspection/Code
enforcement Division collects data as required creating, monitoring, and maintaining a facilities
database needed to track critical equipment, as well as to record modifications and/or equipment
replacements. Additional responsibilities include inspections to coordinate maintenance
activities required to address fire restoration and vandalism repair incidents/project.
The Inspection/Code Enforcement Services Division staff consists of licensed and journeymen
electricians, plumbers, mechanics, and stationary engineers.
The Inspection/Code Enforcement Services Division consists of:
•

One (1) Critical Equipment Specialist who coordinates, prioritizes,
and assigns all work.

•

Two (2) Field Representatives who perform daily inspection of

•
•

electrical, mechanical, plumbing, general maintenance, and
contracted service work.
One (1) Field Representative who executes inspections/evaluations
for life safety, loss prevention, and risk management issues.
One (1) Assistant Code Enforcement Specialist and two (2) PMT,
Inspectors who perform inspections on work orders executed by
maintenance personnel and critical equipment operation.

The work being performed by the Inspection/Code Enforcement Division includes:
•
•
•
•
•
•
•
•
•
•
•
•

Inspection of work completed by in-house trades as well as
contracted services
Inspection and evaluation of all facilities for life safety
conforming to MOSHA, OSHA and NFPA regulations
Re-inspection for compliance
Inspection and evaluation of all facilities for code
compliance
Providing education and support to aid in the maintenance
of a healthy and safe environment for the students, staff and
administration
Coordinating and processing paper required for state boiler
inspections for permits and licensing
Establishing and maintaining a log that documents testing
and maintenance of controls and safety devices as required
by the boiler manufacturer
Developing a recommended checklist for boiler
maintenance
Report needed repairs to mechanical department through
the work order process where priorities will be set and
repairs completed
Check on work done by contractors, i.e., roof repairs, boiler
repairs, chiller repairs
Overseeing annual boiler inspections
Providing operation of the physical plant training to Office
of Maintenance/Operations staff

Within the Inspection/Code Enforcement Division is the Security Services Section. The Security
Services Section is responsible for providing after hour, weekend, and holiday security and
alarm monitoring services, patrolling BCPS property after hours, weekends, and holidays and
coordinating contracted services and in-house personnel as required for repair and maintenance
of BCPS alarm/security systems and its components throughout the Baltimore County Public
School system.

SECURITY SERVICES SECTION
The Senior Operations Supervisor, Inspection and Code Enforcement develops policies,
procedures, goals and operating standards while supervising the day-to-day functions of the
Security Services Section. The Security Services Section provides various security services
to protect the building occupants, physical plant, furnishings, equipment, stored material, etc.
within all schools, associated offices and support facilities. Experience has shown that
prompt detection and response greatly reduces property damage and loss, thereby
minimizing disruption to school activities and the loss of valuable resources.
Intrusion detection systems are being designed in all new facilities and major renovation
projects by Capital Improvements in conjunction with the Security Services Section.
Security Services operating funds are used to retrofit existing buildings with state of the
art intrusion detection/monitoring equipment. One hundred percent of our facilities are
currently protected by either full or partial security alarm systems. It is our goal to have
all facilities fully alarmed by the end of fiscal year 2003.
Our Central Station Monitoring Center is manned 24 hours a day, every day of the year,
for burglary, fire, space temperature, and refrigerator/freezer alarms. It also monitors
radio and telephone communications for requested medical and police assistance for after
school activities, information regarding thefts and vandalism, and for emergency repair
assistance for school buses after normal business hours. Patrolmen are dispatched to all
alarms and request assistance of Baltimore County Police, Fire Department, school
offices, and other Baltimore County Agencies, as needed.
Patrolmen patrol our schools and support facilities at various times throughout the day
and night. These facilities are checked for unusual conditions, such as boiler failures,
electrical outages, and vandalism. They also assist police, firefighters, public utility
companies, and emergency repair personnel to gain access to our facilities. The Security
Services Section investigates and employs various types of surveillance measures to
apprehend and reduce thefts of school property.
The Security Services Section staff consists of a lead patrolman, patrolmen, and central
monitoring personnel who are supplemented by contractors while maintaining and
upgrading existing electronic security systems, commissioning new security systems,
directing security system repairs, and managing our central security monitoring station.
Except for minor programming modifications and repairs, all maintenance, repairs, and
installation of security equipment are performed under contracted services.
H. ENERGY MANAGEMENT SERVICES DIVISION
The Senior Operations Supervisor, Energy Management Services Division reports to the
Administrator of the Office of Comprehensive Maintenance and Construction. The Energy
Management Services Division is responsible for monitoring utility usage by establishing utility
and energy management, Building Automation Systems (BAS) monitoring and maintenance

programs for the entire BCPS system. The Senior Operations Supervisor is responsible for
managing technical tradesmen who address/resolve emergency building automation situations
while monitoring and adjusting BCPS building automation systems associated with building
heating and cooling systems. Contracted services are coordinated with the abilities of in-house
personnel as required for repair and maintenance of BCPS BAS systems associated with building
heating and cooling systems.
The Senior Operations Supervisor of the Energy Management Services Division manages the BCPS
utility budgets exceeding $15,000,000, utilizing utility tracking software, and interfacing with
maintenance, operations, environmental, and construction areas to develop and implement energy
conservation policies and procedures. In addition, this position develops incentive plans for schools
that participate in energy conservation efforts.
The Energy Management Services Division staff consists of licensed electricians, trained
electronics technicians, and stationary engineers.
The Energy Management Services Division consists of:
•

Lead Technician who executes BAS control repairs
as needed to address building heating and cooling
control concerns, as well as coordinating,
prioritizing, and assigning all work.

•

Assistant Technician who executes BAS control
repairs as needed to address building heating and
cooling control concerns.

•

BAS Monitor who is responsible for monitoring and
making system adjustments from the central control
station located at the Department of Physical
Facilities Office.

The work performed by the Energy Management Services Division includes:
•

Troubleshooting and repairing BAS temperature
control systems.

Note: If a project is of such a scope (or manpower is limited) and cannot be accomplished by the
Energy Management Services Division’s in-house technicians, it is assigned to an outside
contract under the supervision of the Energy Management Services Division.
I. MAINTENANCE FUNCTIONS BY OPERATIONS PERSONNEL
Building service workers are involved in a variety of maintenance functions. Refer to

“OPERATIONS LITE PREVENTIVE MAINTENANCE CHARTS” and “EQUIPMENT
MAINTENANCE SELECTION FORMS” in the Preventive Maintenance Tasks section. The
building service leader is also the individual that our maintenance team or contractor would seek
when responding to a work order. The building service leader would usually accompany the
service personnel to the work area, and may assist in the performance of work.
The maintenance work being performed by Operation Personnel includes:
•
•
•
•
•
•

Scheduling replacement of filters, belts, lubrications, etc.
Evaluating of the condition of equipment
Establishing and maintaining a log that documents testing and
maintenance of controls and safety devices as required by the
boiler manufacturer
Developing a recommended checklist for boiler maintenance
Reporting needed repairs to mechanical department through the
work order process where priorities will be set and repairs
completed
Checking on work done by contractors, i.e., roof repairs, boiler
repairs, chiller repairs

III
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III. OFFICE OF ENGINEERING AND CONSTRUCTION
A. ORGANIZATION
The Administrator of Engineering and Construction reports to the Executive Director of the
Department of Physical Facilities. The Administrator, who is licensed in the State of Maryland
as a Professional Engineer, coordinates all efforts in the Office of Engineering and Construction.
The mission of this office is to be Baltimore County Public Schools’ representative for all
facility projects being engineered, designed, and constructed. Reporting to the Administrator of
Engineering and Construction is the Head of Engineering, the Senior Operations Supervisor,
Environmental Services, and the Renovation Program Manager.
Through the Office of Engineering and Construction, the Capital Budget for the Baltimore
County Public Schools system is developed and administered. The Office of Engineering and
Construction is also responsible for the selection and performance of all professional consultants,
along with the construction of new facilities and major renovations of existing buildings.

B. CAPITAL BUDGET
The voters of Baltimore County approved a major bond referendum in November 1998 for
Baltimore County Public Schools. This bond has provided for the renovation of virtually all of
the BCPS schools during the FY2000 to the FY2008 time frame. The total renovation budget of
approximately $750 million is in addition to the yearly budget for new construction and major
maintenance. The yearly budget ranges between $30 million to $50 million per year (project
dependent). With a budget of this size, and over 300 projects yearly, a professional staff is
required to manage this workload.

C. AGING SCHOOL PROGRAM
The Aging School Program provides State funds to address the needs of our aging school buildings.
These funds will be used for capital improvements, repairs, and deferred maintenance work
throughout the school system. Attached is the current list of projects that have been identified for
FY03 through FY04. This list will be updated with new projects each year, using information
obtained through the building assessment program, feedback from area superintendents, school
principals, site representatives and maintenance foremen. (See Appendix 4)

D. QZAB PROGRAM
As part of a new State funding initiative, Baltimore County Public Schools has received
additional renovation monies. These funds, known as QZAB, are based upon supported school

lunch program grants and are in the amount of $1,761,000.00 for FY 2001 (received
retroactively) and a similar amount for FY 2002.
These funds are used in the replacement of grant specific allowed items, which includes doors,
floors, lighting, heater replacement, etc.

E. ENGINEERING DIVISION
The Engineering Section is managed by the Head of Engineering who is an engineer experienced
in school design and with the Baltimore County Development policies and building codes. This
individual is licensed in the State of Maryland as a Professional Engineer. The Head of
Engineering is responsible for the work and performance of this division and reports to the
Administrator of Engineering and Construction.
The Engineering Division can perform all the services of a multi-disciplined
Architectural/Engineering Consultant Firm. The personnel have expertise in architectural design,
mechanical engineering, electrical engineering, civil engineering, structural engineering, and
project management. Many of the members of this staff are licensed in the State of Maryland as
Professional Engineers or Architects. With this expertise they also manage the design by
Consultants and review Consultants designs. This division can perform the following services:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Complete building design
Design building renovations
Perform engineering analysis of existing facilities
Development of programs
Prepare construction cost estimates
Provide code analysis
Design new utilities or utility reconfigurations
Review Educational Specifications
Negotiate contracts with Consultants
Review Consultant Designs
Coordinate reviews with State/County Agencies
Assist with Bidding Process
Negotiate Design Change Orders
Coordinate Design with School Administrators
Review Construction/Project Budgets
Prepare site design including tracks, parking lots, utilities, storm/water analysis and
grading
Apply for and acquire permits
Mechanical design-HVAC, plumbing, and fire suppression
Provide electrical design for lighting, power distribution, and networking,
Prepare structural design

•
•
•
•
•
•
•
•

Develop construction Phasing and Scheduling
Provide architectural design
Provide roofing design
Prepare specifications
Investigate building and site problems
Oversee Aging School Program
Provide Construction Management Services
Prepare ADA related designs

F. CONSTRUCTION MANAGEMENT DIVISION
The Renovation Program Manager is in charge of the Construction Management Division. The
Renovation Program Manger is a Structural Engineer, experienced in all types of design and
construction of buildings. This individual is licensed in the State of Maryland as a Professional
Engineer. The Renovation Program Manager is responsible for the work and performance of this
division and reports to the Administrator of Engineering and Construction.
This Division can perform multiple Construction Management type services, specializing in
management of the major renovation program. The personnel have expertise in all types of
construction. This Section can perform the following services:
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Assist with bidding process
Perform bid review
Complete building inspection
Prepare constructability reviews
Perform site inspection
Provide utility inspection
Provide construction management
Perform construction supervision
Provide project close-out
Negotiate contracts with construction managers
Negotiate construction change orders
Coordinate construction with school administrators
Coordinate inspections for use and occupancy
Coordinate utility installation

G. ENVIRONMENTAL SERVICES DIVISION
The Senior Operations Supervisor, who is experienced in all phases of environmental activities
particularly as applies to schools and school construction, manages the Environmental Services
Division. The work performed by this division includes:
•

Asbestos Testing and Management

•
•
•
•
•
•
•
•
•

Indoor Air Quality Assessment and Testing
Water Testing
Hazardous Substance Control
Radon Testing
Lead Paint Testing and Assessment
Underground Storage Tank Program Management
Spill Response
Abatement Management
Pest Control and Management

ASBESTOS TESTING AND MANAGEMENT - GENERAL
The Asbestos Hazard Emergency Response Act (AHERA) of 1986 required the
Environmental Protection Agency (EPA) to establish a method by which the Local
Education Agency (LEA) would develop a procedure or plan for managing the asbestos
containing materials found as a result of an inspection undertaken in all buildings under
its direction. In its final rule, published October 30, 1987, in 40 CFR 763.93, the EPA
mandated on or before October 12, 1988, each local education agency shall develop an
asbestos management plan for each school building including all buildings under lease
and submit the plan to an agency designated by the Governor of the state in which the
LEA is located. Baltimore County Public Schools is in compliance with the asbestos
management requirements issued by the EPA in the October 30, 1987, Asbestos
Containing Materials in Schools - Final Rule and Notice.
MANAGEMENT PLAN
The Management Plan (MP) for every school/support facility is on file in the Office of
Environmental Services and each school/support facility has a copy of this plan. The
school must make the MP available for inspection by any interested party within five (5)
working days of receiving a request.
NOTIFICATIONS
At the beginning of each school year and no later than November 12, the Principal must
notify the PTA (or each parent directly), staff and other building occupants, in writing, of
the availability of the MP, activities related to response actions, periodic surveillance and
re-inspections. A copy of the notice MUST be continually posted and visible in the
primary administrative office, faculty, room and custodial area. The MP must include a
dated copy of the notice. Each facility is sent a copy of the notice and a reminder of their
responsibility during the summer.

ASBESTOS ABATEMENT
The Asbestos Abatement Service Program (AASP) is used to enable quick response to
needed minor asbestos abatement, generally for the purpose of maintenance activities. A
common example is the removal of asbestos from a pipe in order for maintenance
personnel to repair a leak.
On scheduled work such as the demolition of a boiler, contract documents for asbestos
abatement would be prepared either formally or informally and bid under direction of the
Technician or Assistant Project Manager.
An independent qualified contractor for all asbestos abatement work always does air
monitoring in accordance with 40 CFR 763.121.

PERIODIC SURVEILLANCE
Periodic surveillance is the responsibility of the Office of Operations personnel and is
performed semi-annually by July 1 and January 1 of each year.
The chief custodian/day leader for each school/facility is required to visually inspect all
materials identified in the MP as containing asbestos or assumed asbestos materials and
record any changes in the condition of the material since the previous inspection on the
Periodic Surveillance Report. All buildings on the site covered by the individual MP
must be examined. The report must be signed by the Chief and Principal and submitted
to the Office of Environmental Services within ten (10) days of the dates noted earlier. A
copy must be placed in the facility's MP.

REINSPECTION PLAN
Baltimore County Public Schools, in compliance with the MP, intends to have a reinspection of all facilities every three years until all asbestos containing materials is
removed. The process will be a continuous one. A reminder to perform this inspection is
sent to each facility prior to the due date.

PROPOSED ASBESTOS ABATEMENT
Abatement projects will be scheduled to coincide with and supplement facility renovations and
capital projects. Limited abatement will be performed as needed to facilitate repairs and prevent
occupant exposures. Asbestos abatement is typically scheduled for times when the school is
unoccupied by students (except in unusual circumstances). All abatement is certified and
monitored by an Industrial Hygienist. Clearance air samples are required prior to the
reoccupation of any abated area.

OPERATIONS AND MAINTENANCE PLAN
Training: All custodial and maintenance personnel will receive general asbestos training of not
less than two (2) hours in duration. Comparable training will also be given to new custodial and
maintenance personnel within 60 days of their start date.

INDOOR AIR QUALITY ASSESSMENT AND TESTING
Indoor Air Quality (IAQ) has become a major concern to the general public. Various factors
including energy conservation measures, new building materials, maintenance and operation
practices, and changes in building use may contribute to potential problems with air quality. Air
Quality concerns are investigated in accordance with the protocol as established in the
“Greenbook” manual.
IAQ investigations are performed both by in-house personnel and consultants, depending on the
individual case.
WATER TESTING
Wells are the source of water for nine (9) Baltimore County Public Schools. They are:
•
Hereford Middle
•
Hereford High
•
Fifth District Elementary
•
Seventh District Elementary
•
Carroll Manor Elementary
•
Prettyboy Elementary
•
Kingsville Elementary
•
Jacksonville Elementary
•
Sparks Elementary

MONITORING SCHOOLS WITH WELL - SUPPLIED WATER
Self-monitoring of our school-based non-community water systems is one of the basic aspects of
the SAFE DRINKING WATER ACT and of the State laws and regulations governing safety of
drinking water. Laboratories performing the analysis and persons collecting the samples must be
certified by the State of Maryland according to Environment Article, Annotated Code of
Maryland, Title 9, Subtitle 10, and applicable regulations.

BACTERIA
Reference is made to the revised total coliform rule as established by Maryland Department of
the Environment dated December 31, 1990. The self-monitoring requirement is to have a sample
collected and analyzed for total coliform bacteria between October 1 and December 31, 1991.
Thereafter, a minimum of one sample for each calendar quarter must be analyzed and reported.
NITRATE
Water must be sampled annually. Nitrate levels above 5 ppm require quarterly testing. If the
water exceeds the maximum contaminant level for nitrates of 10 PPM, corrective measures must
be taken.
VOLATILE ORGANIC CHEMICALS (VOC's)
The U.S. Environmental Protection Agency, as mandated by the Safe Drinking Water Act
Amendments of 1986, has developed standards for eight VOC's that have been found in some
drinking water supplies.
These standards and monitoring requirements are part of the National Primary Drinking Water
Regulations, and were effective as of January 9, 1989. The standards require that beginning
January 1, 1991, VOC monitoring must be conducted for the eight regulated VOC's.
Beginning in 1993, well-supplied schools were required to begin testing for additional chemicals
in the water. Testing must now be conducted for a total of 62 organic and inorganic chemical
compounds. This testing has been completed for all well- supplied schools.
LEAD AND COPPER
Samples for lead and copper were required to be taken between July 1, 1993 and December 31,
1993. These initial samples have been completed and where levels of lead and/or copper
exceeded the EPA Action Level, remedial action was taken.
SCHOOLS WITH PUBLIC WATER SUPPLY
LEAD
In order to reduce lead exposures to students and staff, the water in all elementary schools has
been tested for lead content. When levels are measured above the EPA Action Level,
remediation work is initiated.

HAZARDOUS SUBSTANCE CONTROL
POLYCHLORINATED BIPHEYLS (PCB) - GENERAL
The EPA banned the manufacturing of PCB’s since 1979. The continued use of PCB's in
electrical equipment, including transformers and capacitors, and disposal of PCB's is strictly
regulated by the Toxic Substance Control Act (TSCA) regulations administered by EPA.
GUIDELINES
Baltimore County Public Schools has established guidelines for the removal and disposal of
fluorescent light ballasts containing PCB's.
Ballasts manufactured after 1979 do not contain PCB's and are labeled "no PCB's”.
Ballasts not so labeled will be assumed to contain PCB's.
SCIENCE CHEMICAL DISPOSAL
Due to routine changes in the Science Curriculum and Instructions, it is necessary to arrange for
the pick-up of various chemicals for disposal in accordance with EPA regulations. This process
is handled by a Hazardous Waste Disposal contractor under contract by BCPS for the pick-up,
removal, incineration, recycling and/or disposal of Science Chemicals.
MISCELLANEOUS CHEMICAL DISPOSAL
Miscellaneous chemicals such as paints, solvents, cleaners, unknowns, etc., are either
picked
up by Environmental Services Personnel for disposal by a licensed contractor, or picked up
directly by the contractor for disposal.

RADON TESTING - GENERAL
The EPA considers radon gas to be a cause of lung cancer. It is produced underground and, since
it is a gas, it can seep or be drawn into buildings. Unless it is dissipated by ventilation, the gas
can accumulate and thereby expose the occupants.
RADON REDUCTION PLAN
Fifty-seven (57) facilities have been tested for radon.
LEAD BASED PAINT - GENERAL
Baltimore County Public School “Guidelines for Painting Schools Containing Lead Paint”
covers lead medical surveillance of employees, training, and worker protection. Site procedures
for the testing for lead based materials, notification of offices having jurisdiction, method of

containment, methods of removal and encapsulation, and the disposal of lead paint waste. This
document is being included in the index of Miscellaneous Forms/Reports.
EMPLOYEE PROCEDURES
Worker training:
• Initiate a program to certify all painters as lead abatement
• Establish a re-certification program.
Lead medical surveillance:
• Institute a program of medical surveillance for all current mechanics.
• Require medical surveillance as a condition of employment for all new
mechanics.
• Supply - specific procedures for all certified mechanics to follow when working
with lead paint.
UNDERGROUND STORAGE TANK PROGRAM
BCPS utilizes 210 underground and above storage tanks (UST) to store fuel oil for boilers and
diesel fuel/gasoline for the car, bus, and truck fleets. The primary purpose of the UST program is
to test the tanks for leaks, to replace leaking or antiquated tanks, to prevent an environmental
release of product, and to maintain the tanks in a manner prescribed by Federal Regulations.
SPILL RESPONSE
This program provides first response capability to contain a release of chemicals or
petroleum products from a BCPS installation. Final clean up can then be accomplished
by in-house personnel for small releases or by contractors for larger spills. A variety of
absorbents, booms, and pumps are on hand to respond to spills in a timely manner and to
minimize the environmental effects.
PEST CONTROL
Pest Control is addressed under the Integrated Pest Management Program. An experienced team
staffs Integrated Pest Management with certifications in various Pest Management techniques.
The teams’ responsibilities include:
•

Maintaining an Integrated Pest Management program which includes:
-

Inspection of areas
Communication with staff members
Identification of pests
Deciding what control tactics to use with a predetermined Integrated Pest
Management program

-

Action threshold:
(a) Non-chemical pest management
- Traps for pests or rodents
- Vacuum to remove pests and their droppings
- Exclusion work
- Change of food storage
(b) Pesticide application
- Choose least hazardous product to people and environment
- Apply with knowledge of school staff and during appropriate time

•
•

Evaluating the work of last service visit to see if it was successful or if further
actions are required
Record keeping requirements as mandated by local and State Agencies.
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IV. OFFICE OF OPERATIONS
A. ORGANIZATION
The Administrator of Operations reports to the Executive Director of Physical Facilities and is
responsible for the operation of each Baltimore County Public School facility and office through
various forms of Building Services. Building Services performs housekeeping and light preventive
maintenance functions while serving as the site based representative for the Department of Physical
Facilities. The housekeeping staff must understand and safely operate mechanical systems as
required to provide a healthy and safe educational environment. Reporting to the Administrator of
Operations are five Senior Operations Supervisors who are responsible for managing the Building
Services functions for the five Area Offices and one Senior Operations Supervisor who is
responsible for managing operations contracts, employee training, and material and equipment
purchasing/maintenance as required for the day-to-day operations.
B. BUILDING SERVICES
Services Senior Operations Supervisors
The Senior Operations Supervisors direct and supervise the day-to-day activities and
responsibilities of Building Services. Each Senior Operations Supervisor manages the
housekeeping and preventive maintenance programs at approximately 33 schools and offices
in five (5) geographic areas. They are responsible for over 900 building services employees.
The Field Representatives report directly to the Senior Operations Supervisor.
Field Representatives
The Field Representatives' major role is to supervise the housekeeping and preventive
maintenance programs. They interact with school and office administrators, as a first or
primary contact for facility needs. The twelve (12) Field Representatives each manage the
housekeeping and preventive maintenance activities at approximately thirty-three (33)
schools and offices in five (5) geographic areas. The Field Representatives work in teams of
two (2) in order to cover the wide range of shift assignments in building services. In each
team, one (1) Field Representative works a day shift schedule and the other Field
Representative works a night shift schedule. Reporting directly to the Field Representatives
are Building Services Leaders and Workers. The Field Representatives (in conjunction with
the Senior Operations Supervisors, Building Services) establish staffing requirements,
housekeeping schedules, housekeeping standards, procedures, assignments, develop a
custodial supply catalog for the purchase of approved items, meet with vendors, test supplies,
sample products and equipment, assist the Building Services Leaders in developing supply
and equipment requisitions, forward requisitions for supplies and materials for central
offices, and assist administrators with information and direction regarding Use of Facilities.
They also provide Building Services Workers training program, establish preventive
maintenance standards and procedures, coordinate preventive maintenance activities, ensure

materials while ensuring that all needed supplies and equipment are available.
Building Services Leader
The Building Services Leader is involved in a variety of maintenance functions. (Appendix #5,
Preventive Maintenance Charts and Forms). The Building Services Leader I is also the
individual that our maintenance team or contractor would seek when responding to a work order.
The Building Services Leader would usually accompany the service personnel to the work area,
and may assist in the performance of work.
Housekeeping
Building Services Workers perform a wide variety of housekeeping tasks, including but not
limited to:
•
•
•
•
•
•
•
•
•
•
•
•

Dusting and mopping
Scrubbing and waxing floor surfaces
Carpet care
Furniture shampooing
Light fixture cleaning
Wall cleaning
Cleaning and sanitizing drinking fountains
Window washing
Venetian blind cleaning
Rest room sanitizing
Locker and shower room sanitizing
Cafeteria and dining room cleaning

Operating Functions
Some Building Services Workers function as Stationary Engineers and must operate a
variety of mechanical/electrical systems that include steam/hot water boilers and associated
equipment; from the primitive one pipe steam and cast iron radiation to the state-of-the-art
variable air volume system, central chillers, including centrifugal, reciprocating and steam
absorption, pneumatic/electric and energy management systems, life safety systems,
including some fire alarms, fire protection and security, etc. The Building Services Leader is
also the individual that our maintenance team or contractor would seek out when responding
to a work order. The Building Services Leader would usually accompany the service
personnel to the work area and may assist in the performance of work.

Preventive Maintenance

As in any organization dealing with facilities, the total maintenance function is not
confined to the Office of Comprehensive Maintenance and Construction. The Office of
Operations, through its Building Services Leaders and Custodians, spends approximately
20% of its time on maintenance functions.
Preventive Maintenance functions include but are not limited to:
•
•
•
•
•

Scheduling replacement of filters, belts, lubrication, etc.
Evaluating of the condition of equipment
Establishing and maintain log that documents testing and maintenance of controls
and safety devices required by the boiler manufacturer
Developing a recommended checklist for boiler maintenance
Reporting needed repairs to the Comprehensive Maintenance & Construction Office
through the work order process where priorities will be set and repairs completed.
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V. OFFICE OF GROUNDS
A. ORGANIZATION
The Grounds Services Administrator reports directly to the Executive Director of the Department
of Physical Facilities. The Administrator is responsible for a wide variety of functions that
impact not only the Office of Grounds, but also other departments within the Department of
Physical Facilities. These include Engineering and Construction, Comprehensive Maintenance,
and Construction and Operations. Reporting directly to the Grounds Administrator are six Area
Field Representatives.
Grounds Services consists of:
•
•

One Administrator and five Area Field Representatives who
coordinate, prioritize, estimate, and assign all work
One Repair Shop Area Assistant and Stores Supervisor located at
the Cockeysville Grounds Facility who service and repair all
grounds equipment and ensure parts are available

B. DUTIES
The work being performed by Grounds Services includes:
•
•
•
•
•
•
•
•
•

Turf Management (mowing, sodding, aerating, over seeding, turf edging, top dressing,
etc.)
Athletic field and ball diamond maintenance, including athletic field lining and goal post
installation
Site maintenance, which includes debris and trash cleanup, leaf removal, cleaning of
parking areas, driveways and drain inlets, and miscellaneous grounds repairs
Inspection/repair of play equipment in k-2 and apparatus areas
Tree and shrub maintenance, including mulching, weeding, pruning, removal and/or
replacement
Blacktop paving repair and/or installation
Concrete paving/structure repair and/or installation
Storm drain structures and lines repair or replacement
Fence repair and/or installation

•
•
•
•
•
•
•
•
•
•
•

Multi-use tennis court and track maintenance, including surface sealing and repair,
basketball backboard repair/replacement and tennis net installation
Exterior sign replacement and installation
Repair/replacement of wooden road barriers on all sites
Snow removal for all sites
Unscheduled repairs to the grounds or outdoor facilities due to weather, erosion,
vehicular damage, and vandalism
Provision of labor, equipment, materials, and trucks to assist other departments with
hauling, moving, excavation, etc.
Graffiti removal
Power washing
Emergency oil deliveries to schools and offices
The supplying or rebuilding of school dumpster steps
Line marking

C. DEFERRED MAINTENANCE
Funding restrictions and limited personnel have forced the deferral of:
•
•
•
•
•
•

Safety related, major athletic field and ball diamond reconstruction
Landscaping
Slope renewals
Swale renewals
Major safety related blacktop and concrete paving projects
Comprehensive turf management program

D. PREVENTIVE MAINTENANCE / GROUNDS
All schools and office sites are inspected biweekly for safety related concerns and needs. All
playgrounds are inspected weekly for safety related concerns. These matters are catalogued by
activity or responsibility and prioritized by the Area Field Representative or Grounds Services
Crew Chiefs. Grounds Services functions and responsibilities are all classified as preventive
maintenance and considered routine, i.e., performed daily, weekly, biweekly, monthly, quarterly,
or yearly.
As in any organization dealing with facilities, the total operations function is not confined to the
Office of Operations. The Office of Grounds, through Grounds personnel, spends approximately
25% of its time in operations functions.
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VI. OFFICE OF BUDGET AND ACCOUNTING
A. ORGANIZATION
The Fiscal Supervisor for the Office of Budget and Accounting reports to the Executive Director
of Physical Facilities and is responsible for assisting with the development of both the Capital
and Operating budgets as they relate to facilities management activities within the entire
Department of Physical Facilities. These responsibilities include the maintenance of various
accounting systems as required for the accurate tracking and monitoring of funding allocated for
the various programs and projects being managed by the Department of Physical Facilities
personnel. The Budget and Accounting Office serves to effectively reconcile ongoing
expenditures with current BCPS accounting systems (currently AMS) while accurately
processing budget transactions, allotments, purchase orders, change orders, invoices, etc.
B. STAFF
Reporting to the Fiscal Supervisor for the Office of Budget and Accounting are an
Administrative Secretary, two Junior Accounts, and three Accounting Clerks. Staff within this
office is responsible for the day-to-day coordination efforts with supervisors, engineers, project
managers and representatives of each office responsible for capital and operating budgets while
functioning as the liaison between the Department of Physical Facilities and the Department of
Fiscal Services.
C. DUTIES
The work being performed by The Office of Budget and Accounting includes:
•
•
•
•
•
•

Assisting in the development of both Capital and Operating Budgets.
Maintaining internal accounting system to accurately report budget status (including
detailed Purchase Order, Change Order, Invoice and Procurement Card tracking).
Reconciling internal accounting system with BCPS accounting system (AMS).
Accurate and timely processing of budget transactions (i.e. BLT, Activity Allotments,
etc.).
Accurate and timely processing of Purchase Orders, Change Orders, Invoices, and
Mileage Reimbursements on AMS.
Communicating with Facilities Management, Project Managers, Shop Supervisors /
Foremen / Field Representatives through on-line and/or hard copy budget reporting for
account tracking and reconciliation.

•
•
•
•
•

Identifying common / recurring Accounting issues and develop plan to solve them
through collaboration with Facilities staff, Accounting, Purchasing and Budget Offices.
Obtaining and/or developing, and communicating clear direction of Budget, Accounting,
and Purchasing policies and procedures (for both Capital and Operating) to ensure this
Department’s compliance.
Assisting in coordination of Operating activities and Capital projects.
Working with the Office of Engineering and Construction, to develop formal procedures
for the administration of the Capital Program.
Serving as liaison between Facilities and Budget Office to offer a central point of contact
regarding the development of budgets, and a budget evaluation process to occur on a
regular basis to communicate budget status, concerns, and reallocation.
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REFERENCE GUIDE
FOR SERVICES

Mission:

Superintendent
Dr. Joe A. Hairston
Department of Physical Facilities
Dr. Donald F. Krempel, Executive Director
X-6435

The Department of Physical Facilities
is committed to providing support
services needed for a safe, clean, and
productive educational environment.
Our employees strive for excellence,
individual responsibility, and caring
about others, with the belief that they
are an integral part of the educational
process for the students of Baltimore
County Public Schools.

Office of Comprehensive Maintenance &
Construction
Cornell S. Brown, Jr., Administrator
X-6343

Baltimore County
Public Schools
Department of
Physical
Facilities

Office of Engineering & Construction
Richard H. Cassell, Administrator
X-6301
Office of Operations
William P. Wingerd, Administrator
X-6300
Office of Grounds
Dennis Elkins, Administrator
X-6300
Office of Budget & Accounting
Diane Hegberg, Fiscal Supervisor
X-6350
Special Assistant
John Damron
X-6311

Reference
Guide for
Services

Special Assistant, Ed. Specifications
Dale Janney
X-0383
MBE Officer
Melanie Webster
X-6325
Specialist
James Lipan
X-6300

Department of Physical Facilities
Pulaski Business Park
9610 Pulaski Park Drive, Suite 204
Baltimore, Maryland 21220
(410) 887-6300

The Office of Comprehensive Maintenance
and Construction is responsible for:
•
•
•
•
•
•
•
•
•
•
•
•

Contract Maintenance
Roofing Maintenance & Replacement
Inspection & Code Enforcement
School Security
Customer Services
Mechanical Systems Maintenance
Plumbing Maintenance
Electrical Systems Maintenance
Fire Alarm Repairs & Installations
Electronic/Intercom Repairs & Installations
General Maintenance
Energy Management/Utilities

The Office of Engineering and Construction
is responsible for:
•
•
•
•
•
•
•
•

Primary Contacts:
Administrator
Cornell S. Brown, Jr., X-6343

Administrator
Richard H. Cassell, X-6301

Senior Operations Supervisor, Inspection/Code Enforcement
Charles Jenkins, X-6300

Head of Engineering
J. Kurt Buckler, X-6301

Senior Operations Supervisor, Customer Services
Glenn Patrick, X-0470

Program Manager
E. Phil Schied, X-6301
Sr. Operations Supervisor, Environmental Services
Robert Merrey, X-6301

Senior Operations Supervisor, Electrical Services
Andrew Gall, X-6300
Senior Operations Supervisor, General Maintenance Services
Patrick Letts, X-6300
Senior Operations Supervisor, Energy Management
Kevin Pippin, X-6300

•
•
•

The Office of Budget & Accounting
is responsible for:
•
•
•
•

Budget Monitoring & Preparation
Invoice Processing
Purchase Order & Change Order Processing
Utility Invoice Tracking
Primary Contacts:
Fiscal Supervisor
Diane Hegberg, X-6350

Building Services (housekeeping)
Light Preventive Maintenance
Operation of the Plant
Primary Contacts:
Administrator
William P. Wingerd, X-6300

Senior Operations Supervisors, Building Services
Olivia Claus, SW Area
Rudy Lyons, NE Area
Cindy Titus, SE Area
Kevin Roberts, NW Area
Davis Gilotty, CN Area
Mike Eppig

Primary Contacts:

Project Administrator, Contract Maintenance
MacArthur Chavis, X-6344

Senior Operations Supervisor, Mechanical Services
Marc Wingerd, X-6300

Design/Inspection of construction projects
Design/Inspection of building additions
Design/Inspection of school renovations
Construction/Project Management
Cost Estimating
Site Improvements
Building Assessments
Environmental Services
- Asbestos Abatement/Inspection
- Lead Paint Abatement/Inspection
- Indoor Air Quality
- Water Quality
- Underground Storage Tanks
- Spill Response
- Hazardous Material Disposal
- Storm Water Discharge Permits

The Office of Operations
is responsible for:

The Office of Operations
is responsible for:
•
•

Grounds services (maintaining grounds,
sidewalks, fencing, and fields)
General maintenance (exterior signage, bulk
trash removal, graffiti removal)
Primary Contacts:
Administrator
Dennis Elkins, X-6300
Field Representatives
Jeffrey Carter, Cockeysville, X-1809
Thomas Harmon, Catonsville, X-1325
Joseph Kopeck, Loch Raven, X-4122
Charles Smart, Dundalk, X-7115
Kenneth Langdon, Special Projects, X-1808
Roland Nickoles, Special Projects, X-1813
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DIVISION OF BUSINESS SERVICES
DEPARTMENT OF PHYSICAL FACILITIES

DON KREMPEL
EXECUTIVE DIRECTOR
DEPARTMENT OF PHYSICAL FACILITIES
DALE JANNEY
SPECIAL ASSISTANT
EDUCATIONAL PLANNING

CORNELL BROWN
ADMINISTRATOR
COMPREHENSIVE MAINTENANCE & CONSTRUCTION

WILLIAM WINGERD
ADMINISTRATOR
OPERATIONS

JOHN DANRON
SPECIAL ASSISTANT
SAFETY-ADA

RICHARD CASSELL
ADMINISTRATOR
ENGINEERING & CONSTRUCTION

DENNIS ELKINS
ADMINISTATOR
GROUNDS

DIANE HEGBERG
FISCAL SUPERVISOR
BUDGET AND ACCOUNTING

DEPARTMENT OF PHYSICAL FACILITIES
OFFICE OF COMPREHENSIVE MAINTENANCE & CONSTRUCTION
CORNELL BROWN, ADMINISTRATOR
COMPREHENSIVE MAINT. & CONSTRUCTION

DOROTHY McDANIEL
ADMINISTRATIVE SECRETARY

MAC ARTHUR CHAVIS
PROJECT ADMIN., CONTRACT MAINT.

VACANT
SENIOR OPERATIONAL SUPERVISOR
ROOFING & PORTABLE RELOCATION

DALE JOHNSON
ROOFING & PORTABLE SUPR.

MARY BAYNE
ADMINISTRATIVE SECRETARY

SECRETARY
CONTRACT EMPLOYEE

KEN HAMER & WAYNE THAMERT
ROOFING INSPECTOR [2]

WINGERD, GALL, LETTS, JENKINS
SR. OPS. SUPERVISOR [4]
MECH., ELECT., GEN, MAINT.
& INSPECTION/CODE ENFORCEMENT

MILLIE HAMANN
SECRETARY [CONTRACT EMPLOYEE]

GLENN PATTRICK
SR. OPERATIONS SUPR.
CUSTOMER SERVICE

G. LEWIS,J. CASH, R. CONN
E. BLUSIEWICZ & VACANCY
PMT/BLDG. ASSESSMENT REPS. [5]
D. JONES, D.CERRATO
PMT/CUSTOMER SERVICE OPERATOR [2]

WILLIAM PERKINSON
INVENTORY SUPR.

ROOFER II [4]
WAYNE FIELDS, FRED WOODWARD
PMT/INVENTORY CREW [2]

LARRY GOINS
MAINTENANCE SPECIALIST

CATHY BURNS
SR. OPERATIONS SUPERVISOR
ELECTRICAL & ALARM CONTRACTS
WILLIAM WARRINGTON
FIELD REP.
MECH & GEN. MAINT. CONTRACTS
NANCY COOK
CONTRACT ANALYST

R.KOCH
PMT/CONTRACT MAINT.

RUTH SIEGEL
SECRETARY

KEVIN PIPPIN
SR. OPERATIONS SUPR.
ENERGY MANAGEMENT & BLDG. AUTOMATION

GREG SISSON
LEAD BLDG. AUTOMATION TECH. [1]

BILL WHEELER
BLDG. AUTOMATION TECH [1]
CRIS ROBERTS
BLDG. AUTOMATION OPERATOR [1]

DEPARTMENT OF PHYSICAL FACILITIES
COMPREHENSIVE MAINT./CONSTRUCTION
ELECTRICAL SERVICES
ANDREW GALL
ELECTRICAL SERVICES
SR. OPERATIONS SUPERVISORS

WILLIAM CUMMINGS
SHOP SUPERVISOR
ACTING

EDWARD COSNER
FIELD REP ELECTRICAL

WILLAIM ALBAUGH
FIELD REP ELECTRONICS

SAM OROFONO
FIELD REP FIRE ALARMS

NORTHEAST
ROTATION CREW
SCHEDULED MAINT

SOUTHEAST/CENTRAL/NORTHEAST
EMERGENCY CREW

ALL AREAS
PROJECT CREW

SOUTHEAST/CENTRAL/NORTHEAST
FIRE ALARM CREW

SOUTHEAST
ROTATION CREW
SCHEDULED MAINT

SOUTHWEST/CENTRAL/NORTHWEST
EMERGENCY CREW

CENTRAL
EMERGENCY TECHNICIAN

SOUTHWEST/CENTRAL/NORTHWEST
FIRE ALARM CREW

CENTRAL
ROTATION CREW
SCHEDULED MAINT

ALL AREAS
PROJECT CREW/EMERGENCY

WEST
EMERGENCY TECHNICIAN

NORTHWEST
ROTATION CREW
SCHEDULED MAINT

SOUTHEAST/CENTRAL/NORTHEAST
BUCKET TRUCK CREW

EAST
EMERGENCY TECHNICIAN

SOUTHWEST
ROTATION CREW
SCHEDULED MAINT

ALL AREAS
CABLE TECHNICIAN

DEPARTMENT OF PHYSICAL FACILITIES
COMPREHENSIVE MAINT./CONSTRUCTION
MECHANICAL SERVICES
MARC WINGERD
MECHANICAL SERVICES
SR. OPERATIONS SUPERVISORS

MICHAEL McDAVID
FIELD REP PLUMBING

JAMES ARRICK
SHOP SUPERVISOR

NORTHEAST
ROTATION CREW
SCHEDULED MAINT

SOUTHEAST/CENTRAL/NORTHEAST
EMERGENCY CREW

SOUTHEAST
ROTATION CREW
SCHEDULED MAINT

SOUTHWEST/CENTRAL/NORTHWEST
EMERGENCY CREW

CENTRAL
ROTATION CREW
SCHEDULED MAINT
NORTHWEST
ROTATION CREW
SCHEDULED MAINT
SOUTHWEST
ROTATION CREW
SCHEDULED MAINT

GARY COSGRAVE
FIELD REP MECHANICAL

SOUTHEAST/CENTRAL/NORTHEAST
HVAC TECHNICIAN

SOUTHWEST/CENTRAL/NORTHWEST
HVAC TECHNICIAN

SOUTHEAST
MOBILE HV CREW

CENTRAL/NORTHEAST
MOBILE HV CREW

NORTHWEST
MOBILE HV CREW

SOUTHWEST
MOBILE HV CREW

DEPARTMENT OF PHYSICAL FACILITIES
COMPREHENSIVE MAINT./CONSTRUCTION
GENERAL MAINTENANCE SERVICES

SR.

PATRICK LETTS
GENERAL MAINTENACE
OPERATIONS SUPERVISORS

LARRY YANNEY
SHOP SUPERVISOR

VACANCY
FIELD REPRESENTATIVE
GENERAL MAINTENANCE

NORTHEAST
ROTATION CREW
SCHEDULED MAINT
SOUTHEAST
ROTATION CREW
SCHEDULED MAINT
CENTRAL
ROTATION CREW
SCHEDULED MAINT

LARRY TRUMAN
ASSISTANT PROJECT MANAGER

DAVE ROWAN
FIELD REPRESENTATIVE
PAINTING/GLAZING

MIKE CITRANO
FIELD REPRESENTATIVE
FLOORING & CEILING

ALL AREAS
GLAZING CREW
[4]

SOUTHEAST/NORTHEAST
FLOOR/CEILING CREW

CENTRAL
FLOOR/CEILING

CREW

FIRE

ALL AREAS
EXTINGUISHER TECHNICIAN
[2]
SOUTHWEST
PAINTING CREW
ROTATION

SOUTHWEST/NORTHWEST
FLOOR/CEILING CREW

NORTHWEST
ROTATION CREW
SCHEDULED MAINT

NORTHWEST
PAINTING CREW
ROTATION

SOUTHWEST
ROTATION CREW
SCHEDULED MAINT

CENTRAL
PAINTING CREW
ROTATION

WEST/EAST
MASON
[2]

NORTHEAST
PAINTING CREW
ROTATION

ALL AREAS
CARPERTRY SHOP
[2]

SOUTHEAST
PAINTING CREW
ROTATION

SPECIAL

ALL AREAS
PAINTING TRUCK
[3]

CREW

DEPARTMENT OF PHYSICAL FACILITIES
COMPREHENSIVE MAINT./CONSTRUCTION
INSPECTION & CODE ENFORCEMENT
CHARLES JENKINS
INSPECTION/CODE ENFORCEMENT
SR. OPERATIONS SUPERVISORS
FLORA CAPPS
CLERK II

ERIC BETHKE
CRITICAL EQUIPMENT SPECIALIST

BARBARA UTZ
LEAD PATROLMAN

PATROLMEN
FULL TIME
[8]

PATROLMEN
PART TIME
[3]

PAUL BARNES
PMT/INSPECTION

BRIAN KILLIAN
ASSIST. CODE ENFORCEMENT SPECIALIST

MICHAEL ZAGRAIEK
FIELD REPRESENTATIVE
MECHANICAL

WILLIAM FRANKLIN
PMT/INSPECTION

GEORGE PERDIKASIS
ASSIST. CODE ENFORCEMENT SPECIALIST

VACANCY
FIELD REPRESENTATIVE
ELECTRICAL

VACANCY
FIELD REPRESENTATIVE
FIRE PREVENTION

Department Of Physical Facilities
Office Of Capital Programs
Richard Cassell
Administrator
Capital Programs

D. McDaniel, M. Sudol
Administrative Secretaries (2)

Kurt Buckler
Head of Engineering

J. Adeoye, G. Colburn
A. Kramer, G, Thomas
Construction Project Managers(4)

Randy Smith
Architect/Design Proj. Mgmt. Supr.

Bernard Eldridge
Mechanical Systems Supervisor

Mark Camponeshi
Civil/Site Supervisor

L. Collevechio, C. Ford
& S. Clark
Mechanical Systems Eng./Managers(3)

Yevgenily Vurgaftman
Senior Civil Engineer

Lynn Sowden
Civil CADD Operator

K. Tilton, L. Minton
Site Design/ConstructionManagement

Vladimir Mvkasey
Electrical Systems Supervisor

Gary Struder
Electrical Systems Eng/Design

mohammed Mufti
Architectural Design Manager

Earl Myers
Inspection Supervisor

George Veaux
Arch. CADD Operator

R. Stoddard, A. Hoffman
M. Ryhn & M. Sagi
Building/Site Inspection(4)

Steve Sherman
Playground Specialist

Maurice Isennock
Playground Site Inspector

Robert Merry
Manager
Environmental

Phil Schied
Manager
Major Maintenance Renovations/Special Projects
Existing Position Converted

R. Ringold, R. Kehne
J. Deems & S. Henson
Environmental Technicians(4)

C. Certeza, I. Fontain
Sr. Project Engineers(2)

J. Lorber, J. Wilmot, B. Prelsimer
Integrated Pest Management Technicians (3)

Phil Maddox
Construction Specialist
Existing Position Converted
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Office of Operations
Administrator
Operations
Specialist

Administrative Secretary

Clerk III

Field Representative Maint.
Training

Field Representative Maint.
Special Projects

Trainer
East

Project Crew
(3)

Trainer
Central

Project Crew
(3)

Trainer
W est

Project Crew
(3)

Project Crew
(3)

Project Crew
(3)

Project Crew
(3)

Field Representative Maint.
Equipment/Inventory
Equip. Repair Tech.
Proposed New Pos.

Senior Operations
Supervisor

Senior Operations
Supervisor

Senior Operations
Supervisor

Senior Operations
Supervisor

Senior Operations
Supervisor

Field Representative Maint
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Field Representative Maint.
Night

Area Swing
Assistant Chief

Area Swing
Assistant Chief

Area Swing
Assistant Chief

Area Swing
Assistant Chief

Area Swing
Assistant Chief

Custodians (155)
Schools (33)

Custodians (155)
Schools (33)

Custodians (155)
Schools (33)

Custodians (155)
Schools (33)

Custodians (155)
Schools (33)

H:\building\opsorg2
June 25, 2001

DEPARTMENT OF PHYSICAL FACILITIES
OFFICE OF GROUNDS
Dennis Elkins
Administrator
Nancy Rothwell
Administrative Secretary

Charles Smart
Field Representative
Dundalk Shop

Tom Harmon
Field Representative
Catonsville Shop

Joe Kopeck
Field Representative
Loch Raven Shop

Jeff Carter
Field Representative
Cockeysville Shop

Ken Langdon
Field Representative
Turf Maintenance

Concrete Crew
(4) positions

Concrete Crew
(3) positions
Proposed filled by
PMT/Grounds Man (1)

Concrete Crew
(4) positions

Concrete/Construction
Crew
(5) positions
Propose New (1) Position

Turf Crew
(5) positions

Construction Crew
(4) positions

Construction Crew
(4) positions

Construction Crew
(4) positions

(4) Maintenance Crew
(22) positions
Vacancy to be filled
by PMT/Grounds Man (1)

Fence Crew
(4) positions

(5) Maintenance Crews
(29) positions

(5) Maintenance Crews
(29) positions

(4) Maintenance Crews
(23) positions

Roland Nickoles
Field Representative
Grounds Equipment
Repair and Supplies

Doug Hennick
Inventory Program
Supervisor

Truck Driver I

Sr. Stockkeeper

Mechanic I
(8) positions

DEPARTMENT OF PHYSICAL FACILITIES
OFFICE OF BUDGET & ACCOUNTING
Diane Hegberg
Fiscal Supervisor
Office of Budget and Accounting
Nancy Buettner
Administrative Secretary I

Patricia Cuddy
Junior Accountant II
Capital Budget

Proposed
Accounting Clerk
Capital Budget

Michele Thomas
Junior Accountant II
Operating Budget

Helen Celey
Accounting Clerk
Operating Budget

Kim Bowings
Accounting Clerk
Operating Budget

Regina Tully
Accounting Clerk
Operating Budget
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The Baltimore County Board of Education, staff and faculty endeavor to comply with all federal
and state laws, including the Federal Equal Access statute, as amended from time to time.
1.

Any organization desiring to use school facilities must request an Application for Use of
School Facilities from the principal which includes rules and regulations on the back of the
form. Applicants should be instructed to carefully review and complete the application
form.
Three authorized representatives of the requesting organization must sign the application
form. (When an application is made by a full time staff member of the Department of
Recreation and Parks, only one signature is required.)
Persons signing the application agree to follow and assume the responsibility for enforcing
all Baltimore County Public Schools' rules, guidelines and procedures. Each school is
unique and the organization may be required to observe school administrative rules which
should be placed in writing to the organization. A copy of the school administrative rules
must be attached to the Use of School Facilities’ form
All Applications for Use of School Facilities shall be considered as expiring on the
upcoming June 30. The applicant should be reminded that rate changes may occur at any
time via the dissemination of a new Table of Charges. No Use of School Facilities’ form
will be approved that crosses into another school year.

2.

Additional Information Pertaining to Private and/or Non-Profit Groups - In addition to
requiring liability insurance (see #15 on page 5), articles of incorporation (if a religious
organization) and IRS proof of non-profit status (501(c)(3) Exemption Verification), the
principal should review and contact references, use a trial period for each organization,
review publicity materials if the school name appears on such, place directives and
administrative guidelines in writing, and use a floor plan to highlight areas and entryways
available to the organization. The principal also may require payment in advance and must
have an Application for Use of Facilities form completed by the organization. The
organization should also be notified that revocation of the usage permit may occur at any
time and that charges for usage may increase at any time. Private oriented organizations
will be required to pay via the table of charges, regardless of the day of week or necessity of
additional/overtime custodial coverage.
Only temporary signage is allowed on school grounds for events sponsored by all
organizations other than Baltimore County Public Schools or Department of Recreation and
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Parks. Outside groups are allowed to place a sign on the grounds on the day of the event, at
the discretion of the principal. Such signs must be removed the same day, and show no
visible damage to the school grounds.
3.

Approval of requests for the shared use of facilities will be dependent upon:
A. The availability of space in the school.
B. The date or dates requested being available. If there is a conflict with scheduling,
determination of usage will be made following the order of priority as outlined in this
manual.
C. The compatibility of the proposed use with regular educational programs. Use of the
facility will be restricted to the areas listed on the Application for Use of School
Facilities.
D. The availability of Baltimore County Public Schools personnel to be on duty during the
activity. (See Department of Recreation and Parks exceptions)
E. The impact of the proposed use on traffic patterns, health, safety and parking. Parking is
restricted to the areas designated by the principal.
F. The assurance that adequate liability insurance will be purchased by the organization, if
applicable. For some events, the Department of Physical Facilities designee may
contact the requesting party to have them obtain additional liability insurance.
G. The requirements that the use may put on plant operation, maintenance, and utility
service. The organizations will be expected to share on a pro rata basis the maintenance
and operations costs for the building. The use of the cafeteria will be handled through
the cafeteria manager and follow the procedures outlined by the Office of Food &
Nutrition, and the Department of Planning and Support Operations. Food storage,
preparation, serving, and cleanup will follow established procedures.
H. The receipt of additional application information, if required.

4.

As various community organizations request the use of the facility, the following points
should be considered:
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A. Does the applicant qualify for use of the facility as a civic, community, educational
recreational, or non-profit organization?
B. Should the applicant be charged? Some applicants may be permitted to use the
building and/or grounds free of rental charges. Other applicants may be required to
pay. The principal will determine any rental or custodial fees by consulting the Table of
Charges. The Use of School Facilities’ form will be reviewed and approved by the
Department of Facilities’ designee.
C. Has the applicant been informed of his/her responsibilities? The applicant should
carefully read the rules and regulations on the application. Emphasis should be placed
on the current energy policy and the inclement weather procedure.
5.

Authorization to use the facilities will be refused if the activity is in conflict with
procedures and policies of the local school, policies of the Baltimore County Public
Schools, or if the activity is primarily for the financial gain of the organization or
individual. If the principal is uncertain about the status of the applicant or the nature of the
activity, he/she will forward the application form to the Administrator, Office of Operations
of the Department of Physical Facilities. A brief explanation from the organization should
accompany the application. After receiving this information, the Executive Director will
send a written response within fourteen calendar days indicating his/her decision to the
principal and to the applicant. The Board of Education reserves the right to determine the
eligibility of a non-profit organization for use of the facilities. The Board of Education may
refuse the use of any school facility if it appears likely to provoke or add to a public
disturbance.

6.

Security of Building - The use of the building will be restricted to the area indicated on the
application form. The principal has the responsibility for the security of the building, and at
no time will a master key be issued. The Department of Recreation and Parks may request
keys for recreation, bathrooms, and outside storage areas.

7.

Supervision - The organization using the facility must accept the total responsibility for
providing adequate supervision of all people involved in the activity. Custodians and/or
other school personnel must not be required to assume responsibilities involving
supervision of participants.

8.

Custodial Service - If the principal, in cooperation with the chief custodian, determines that
a request requires custodial service which cannot be routinely covered by the custodial

work
schedule, the custodial staff will be offered overtime to satisfy the requested service.
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Custodians will not be expected to work on days that have been declared holidays. If a
custodian is not available from the school staff, the principal will seek assistance from the
the Senior Operations Supervisor, Office of Operations. Additional costs for this service
will be billed to sponsoring organization, when applicable. The sponsoring organization
shall leave the facility in the condition in which it was entered. Failure to do so may result
in immediate revocation of the usage permit.
9.

Revocation and Cancellation - Baltimore County Public Schools reserves the right to
revoke any permit which has been issued to a group or agency provided a notice of two
weeks is given. The reason for such action must be clearly stated, preferably in writing.
Permission for use of a facility may be immediately revoked if the urgent need for use of a
facility for school activity or educational purposes arises, or rules concerning gambling,
alcohol, drugs, obscene or abusive language, cleanliness or other pertinent rules are
violated. The applicant has the obligation to provide notice of a cancellation to the school
at least seventy-two hours in advance. If the activity is canceled after the custodian has
arrived for duty, a minimum of four hours will be charged.

10. Fee Schedule (Rental) - Fees for facility usage will be determined by the Department of
Physical Facilities in accordance with the most recent Table of Charges, as provided for in
the policies and rules of the Board of Education. Charges for equipment controlled by the
individual school such as stage lighting, audio visual equipment, etc., are determined by the
school principal. The Table of Charges must be strictly adhered to. Only the Department
of Physical Facilities negotiates a change in the rate structure and only for unusual
circumstances.
11. Energy Policy/Temperature Settings - When considering requests, the principal will follow
the current conservation of energy procedures of the Baltimore County Public Schools.
Please note that the energy charge for after-hours central system air conditioning use is
required for all groups except Baltimore County Public Schools and Department of
Recreation and Parks.
12. Health/Nursing Services - School health/nursing services will not be available to user
organizations except in emergency situations.
13. Use of Facilities by private child care providers requires certain considerations
administered by the Title I and Child Care Office.
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14. Business Machines/Instructional Materials/School Equipment - The use and charges related
to an individual school's equipment, e.g., stage lighting, audio visual equipment, copiers,
telephones, etc., are determined by the school principal.
15. Liability Insurance - Liability for all injuries or damage to property arising out of use of the
premises or any part thereof must be assumed by the organization using the facility or
grounds. The school principal shall require evidence of adequate insurance coverage by
users of the facilities, who do not meet the free use criteria. Organizations not covered by
free use of facilities shall be required to show evidence of general liability insurance with a
minimum combined single limit for bodily injury and property damage of $1,000,000 each
occurrence. The certificate should also show personal injury liability coverage with a limit
of $500,000. The principal must verify the coverage by contacting the insurance agent after
obtaining written confirmation. Any group using Baltimore County Public Schools’
facilities or grounds shall hold safe from harm the Board of Education and its employees
from any loss, damage, liability or expense that may arise during or be caused in any way
by such use or occupancy of school property. The insurance certificate should name both
Baltimore County Public Schools and the school as insured. (See H 31.)
16. Use and Storage of Equipment - The principal should make an effort to coordinate the use
and storage of equipment. If it is possible to provide storage space, the organization should
assume full responsibility for its property. Under no circumstances will Baltimore County
Public Schools be responsible for any aspect of an outside organization's property. Parallel
bars, bleacher mats, basketball blackboards, and other bulky equipment may be used by
organizations with the understanding that the cost of repair of damaged equipment will be
the responsibility of the user. To provide proper identification, all recreation and
community equipment must be clearly marked with the organization's name. No equipment
may be used, borrowed, or stored without the consent of the principal, except in those
storage areas financed or constructed by Recreation of Parks.
17. Use of Recreation Rooms, Kitchen, and Technology Education areas requires certain
considerations.
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18.

Alterations, Modifications or Repairs to Facility - All alterations or modifications to
physical plant facilities by outside organizations require formal technical review and
approval of final contract plans and specifications by the Department of Physical Facilities
prior to contract award. All projects shall comply with state and local laws, codes, and
requirements for funding and construction of school buildings. All repairs will be made
through the Department of Physical Facilities at the users’ expense.

19. Installation of Equipment - Any request for the installation of any type of equipment in or
on Baltimore County Public Schools’ property must be made in writing to the principal and
must be approved by the Department of Physical Facilities. All related costs will be the
responsibility of the organization.
20. Admission and Sales Taxes - Taxes are the responsibility of the organization using the
facility or grounds.
21. Gambling - Gambling, raffles, and all other games of chance on Board of Education
property in connection with use of facilities and grounds are prohibited. (See Board Policy
#1300 at H-13.)
22. Smoking - “No smoking signs” must be observed at all times. All Baltimore County Public
Schools and grounds are smoke free areas.
23. Alcoholic Beverages and Drugs - The use, sale or possession of alcoholic beverages and
illegal drugs on Board of Education property or in connection with school projects or use of
facilities is prohibited. (See Board Policy #1300 at H-13.)
24. Obscene and Abusive Language - Obscene and abusive language on Board of Education
property or in connection with school projects or use of facilities is prohibited.
25. Parties or Celebrations - Activities that are essentially private in nature are not allowed in or
on Baltimore County Public Schools’ properties. This includes birthdays, anniversaries,
wedding receptions and other similar activities.
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26. Activities Involving Animals, such as shows, circus training or obedience classes, exhibits,
etc., are prohibited by community or private users in Baltimore County Public Schools.
27. Carnivals, Circus or Fireworks Displays -. Please refer these requests to the Administrator
of Operations, Department of Physical Facilities or the Office of Risk Management.
28. Personal Financial Gain - Facilities and grounds are not to be used for the personal financial
gain of any individual or group.
29. Access to Activities - Baltimore County Public Schools must be open to all individuals.
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The availability of a facility must be determined, at all times, in accordance with Policy #1300
(H-13) and Rule #1300 (H-14) in the following order of priority:
1st Priority -

Any curricular or extracurricular program of the Baltimore County Public
Schools.

2nd Priority - Any Parent-Teacher Association meeting or educational program.
3rd Priority - Any activity sponsored by the Baltimore County Department of Recreation
and Parks and its affiliated Community Recreation Councils.
4th Priority - All other uses, such as Baltimore County community colleges, voluntary
agencies, improvement association, churches, and private groups.
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Upon arrangement with the principal, the following groups may use the building free of rental
charges during regular school days, with the understanding that if additional overtime custodial
services are required, or use is on a weekend, a fee will be charged:
All school affiliated groups, including any curricular or extra-curricular program of the
Baltimore County Public Schools
Baltimore County Council of Parent-Teacher Associations
Groups under the sponsorship of the Department of Recreation and Parks and its affiliated
Community Recreation Council.
Baltimore County community colleges regular classes, when an equivalent reciprocal
agreement is arranged (Industrial Arts is under separate contract for which a fee is paid)
Groups, such as Boy Scouts, Girl Scouts, Campfire Girls, 4-H Clubs, YMCA, YWCA
Community-wide groups, such as Community Chest, Red Cross
Community groups to discuss educational, economic, governmental, legislative, or scientific
topics
Civil Defense groups
All of the above groups must secure an Application for Use of Facilities form for free use of the
grounds upon application to the principal. The order of priority on the previous page will also be
followed in determining use of grounds.
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The special relationship Baltimore County Public Schools has with the Department of Recreation
and Parks necessitates a close working relationship between the school principal and
representatives of the Department of Recreation and Parks. The local Department of Recreation
and Parks Community Supervisor and the principal are encouraged to maintain communication
and develop a working relationship in order to provide the best services for the community. The
Recreation Supervisor is charged with the responsibility of thoroughly explaining all rules and
restrictions to each employee under his/her supervision. Once the principal permits the use of
the facility, the Recreation Supervisor or designee who has signed the "Application for Use of
Facility" form will be totally responsible for ensuring the safety and security of the areas
designated and the activity's participants.
Application for Use - Use of Baltimore County Public Schools' facilities by the Department of
Recreation and Parks requires completion of an "Application for Use of School Facilities" form.
When the form is signed by a full-time staff member of the Department of Recreation and Parks,
only one signature is required.
Multiple Use - The Department of Recreation and Parks is granted third priority use of facilities.
Uses which supersede the Department of Recreation and Parks use are (1) curricular and
extracurricular programs sponsored by the Board of Education and (2) any Parent-Teacher
Association meeting or educational program.
Although the Department of Recreation and Parks is listed as third priority, this does not negate
recreation, school and/or P.T.A. or other activities being conducted at the same time, provided
the facility can be secured and that the recreation program does not conflict or interfere with the
activity being conducted by Baltimore County Public Schools.
Access - Baltimore County Public Schools agrees to have at least one outside door keyed to
provide proper access to areas used by Recreation and Parks for programs. When Baltimore
County Public Schools' personnel are not available to provide access, it will be necessary to
make keys available to professional Recreation personnel to make accessible all areas of the
facility that will be used for Recreation programs.
Custodial Coverage - Additional custodians are not assigned to service Recreation programs for
access, security, turning off alarms, or supervision purposes. The principal will make every
effort to provide cleanup services to Recreation programs within the normal custodial schedule.
To avoid custodial costs, it may be necessary to issue keys to turn off alarm systems.
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In those rare cases where the principal determines that additional custodial services/time are
required for the cleaning, the additional costs will be charged to the Department of Recreation
and Parks. When custodians are being paid by Recreation and Parks, they are under the
supervision of the Director of Recreation and Parks or his/her designee.
When the principal and Community Recreation Supervisor cannot mutually agree on additional
custodial services required, the matter will be referred to Baltimore County Public Schools'
Administrator of the Office of Operations. The appropriate Executive Director of Schools and
Recreation and Parks Area Program Coordinator should be contacted only if further clarification
or decisions are necessary.
Custodian Time Cards for Department of Recreation and Parks' Functions - To better facilitate
record keeping procedures, the Department of Recreation and Parks will distribute a pink time
card to be used by custodians employed for recreational programs. The time cards will be
provided by a representative from Recreation and Parks and placed in the time card rack
designated for the department. Those persons providing custodial services for the various
programs must mark in and out on the pink card. The buff colored time card provided by the
Board of Education must also be marked or punched as in the past. Custodial employees must
continue to follow current procedures with reference to the Board of Education time cards. The
only change requires the custodian working for recreation to also punch time (in and out) on the
pink colored time cards which are to be left at the facility where the custodian performed the
services.
Building Inspection Report/Department of Recreation and Parks - If the event is a Baltimore
County Department of Recreation and Parks’ function in the building, a Department of
Recreation and Parks' Building Inspection Report should be completed by the recreation leader
in cooperation with the school custodian and a copy retained for the school file as well as the
Area Program Coordinator of Recreation and Parks. Any violation of building usage must be
reported to the Area Program Coordinator and the school principal.
Property Damage Report/Department of Recreation and Parks - When reporting damages
incurred by the Department of Recreation and Parks, five copies of the Property Damage Report
will be completed by the principal and the Department of Recreation and Parks’ Supervisor.
These forms will be distributed as follows:
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1.

First copy to the Office of Comprehensive Maintenance and Construction,
Baltimore County Public Schools

2.

Second copy to the Assistant Director of Recreation and Parks' Facilities

3.

Third copy to the Area Program Coordinator of Recreation and Parks

4.

Fourth copy to the principal to be filed in the school office

5.

Fifth copy to the chief custodian

Repairs - for any damages will be via the Office of Comprehensive Maintenance and
Construction of the Baltimore County Public Schools. The responsible agency will be billed by
the Office of Comprehensive Maintenance and Construction.
Recreation Activities Room - This facility is jointly planned and designed by the Baltimore
County Public Schools and Department of Recreation and Parks and constructed at the latter's
expense. Once accepted, it becomes an integral part of the school plant, and its usage requires
utilities, as any other part of the building. Priority use of this space belongs to the Department of
Recreation and Parks and such permits are issued by the Recreation Supervisor for recreation
groups. With the approval of the Recreation Supervisor, this space may be used by the school
when not needed by the Department of Recreation and Parks. When use of this room is
requested by a non-recreation group, such requests will be handled by the principal, who will
consult with the Recreation Supervisor regarding approval for use of the room, then assign rental
charges and/or custodial fees according to the special room rate indicated on the Table of
Charges. Activity Rooms will receive the same basic custodial services as the remainder of the
building.
Equipment - Normally, the Department of Recreation and Parks has separate storage facilities
within the School-Recreation Center building to store expendable supplies and equipment. Over
the years, joint purchases of equipment such as mats, scoreboards, gymnastics equipment, etc.,
have proven to be successful and have included P.T.A.'s, Recreation Councils, Athletic
Committees and other community groups. The principal should make and encourage joint use of
equipment. The Department of Recreation and Parks understands that the cost of repair or
replacement of damaged equipment will be its responsibility. Recreation and Parks will also
finance the special floor treatment required for roller skating and exercise floor use activities.
Energy Conservation - The Department of Recreation and Parks concurs with efforts to conserve
energy and accepts use of facilities during non-school hours, based on unoccupied temperature
settings.
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Exterior Lighting -The Baltimore County Public Schools will provide exterior lighting for
recreational programs to insure safety and security to participants.
Activities for Financial Gain - Baltimore County Public Schools does not permit use of its
facility for the financial gain of individuals or groups. However, Department of Recreation and
Parks' activities such as tap and ballet recitals, contests, dinners, etc., whereby the activity serves
dual functions of raising funds and providing a wholesome recreation outlet, will be permitted.
Inclement Weather - On days when schools are closed due to inclement weather, adult evening
classes and professional staff meetings are automatically canceled. Normally, all other planned
use of the school facilities will be canceled.
The use of the school facilities for Recreation activities will proceed according to schedule the
day following the early school closing unless schools remain closed because of continued
inclement weather conditions.
In the event of any significant accumulation of snow and/or ice after 3:30 p.m. on a Friday, all
activities scheduled for that weekend will be curtailed when any phase of the Snow Emergency
Plan is in effect. Programs may reopen when all phases of the Snow Emergency Plan have been
lifted and parking lots and sidewalks are cleared and safe.
If schools are closed for longer than three days, local administrators will be advised by the
Executive Director, Department of Facilities, of the resumption of programs scheduled by the
Department of Recreation and Parks and other agencies.
Gym and Multipurpose Court Resurfacing - Baltimore County Public Schools normally resurface
and repaint lines on multipurpose courts and gymnasiums throughout the summer months.
Following resurfacing, gymnasium floors require at least a two week layoff time before use by
the Department of Recreation and Parks. This work is coordinated through the Office of
Comprehensive Maintenance and Construction, Baltimore County Public Schools. This work is
usually completed during the month of July.
Following repainting of outdoor multipurpose courts, the principal will be notified by the Office
of Grounds as to when the area may be used again. Usually only a one to three day layoff period
is required.
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Fund Disposition - Rather than allocating separate funds for Education & Recreation to provide
for heat, light, paper items, drinking water, routine custodial supplies (brooms, mops, bulbs,
soap, etc.) these funds are most conveniently kept in the education budget. It is assumed that
Recreation and Parks will use these items in the normal routines of their activities. All parties
should be sensitive to conserve whenever practical.
Local Organizational Patterns - The principle of the joint agreement will supersede local sitebased management practices and the Department of Recreation and Parks should not be denied
access to facilities when education is not using the facility.

BALTIMORE COUNTY DEPARTMENT OF RECREATION AND PARKS

MAINTENANCE RESPONSIBILITY
Ball Diamonds
Maintain
Dirt Supply
Safety Fencing
Backstops
Player Benches
Hose Bib Outlets

Elem.

MS

HS

RP
RP

BE
BE

BE
BE

RP

BE

BE

RP
RP
RP

BE
BE
BE

BE
BE
BE

RP
RP
RP
BE
BE

BE
BE
BE
BE
BE

BE
BE
BE
BE
BE

RP
RP
RP
RP

BE
BE
BE
BE

BE
BE
BE
BE

Elem.

MS

HS

RP
RP
RP
BE

RP
RP
RP
BE

RP
RP
RP
BE

Multi-Use Courts
Backboards
Rims
Basketball Nets
Fencing
Court Lines
Tennis Courts
Tennis Net Supports
Tennis Nets
Fencing
Court Lines
Bleachers (Portable)
Movement and Placement
Repairs
Materials
Bleachers (Stationary)
Water Fountains
Not attached to buildings

RP (all)----------------------------

Trash
Playing Field Areas
Multi & Tennis Courts (Barrels Only)
Playground Areas (Barrels Only)
School Grounds in General
Grass Mowing

RP
RP
RP
BE

RP
RP
RP
BE

RP
RP
RP
BE

BE

BE

BE

Rec Office & Activity Room
Windows, Doors, and Locks
Floors, Ceiling
Cosmetic repair or Construction w/written permission
HVAC - self-contained
HVAC - Part of overall school system
BE

Recreation and Parks through
Building Services
with Board of Education
Permission
BE
BE

Playground Structures
Maintain and Repair
Base Refill and Maintenance
* Only if installed by Recreation and Parks
RP = Recreation and Parks
BE = Board of Education

RP* & BE NO PLAYGROUNDS AT
RP* & BE
MIDDLE OR HIGH
SCHOOLS
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The primary mission of the Baltimore County Public Schools is to plan, organize, and implement
the highest quality instructional and co-curricular programs for our students.
The critical need of working parents and guardians to feel assured that their children have a safe
child care environment also is recognized.
Education and child care can co-exist where appropriate if school facilities are available and
child care does not interfere with the implementation of instructional and co-curricular programs.
Recreation and Parks should be consulted regarding any possible impact on its programming.
The Baltimore County Public Schools are committed to working cooperatively with child care
providers in support of quality child care.
School aged child care shall function in Baltimore County Public Schools for children attending
pre-kindergarten and higher grades. Licensed, insured, non-profit, i.e., IRS-501(c)(3),
designated child care providers may lease space in an existing facility on an annual basis. The
Principal and Executive Director of Schools in conjunction with the Coordinator of Title I and
Child Care and with the Executive Director, Department of Facilities will decide child care
issues in a particular school, e.g., feasibility, room usage, displacement, etc.
Only school aged children enrolled in the specific elementary school housing the child care
program may be accepted by the provider. (Exceptions are middle schools, high schools, and
schools of technology which meet the necessary criteria.) Children living within the boundary of
the school housing child care will receive first priority. Second priority is given to children
enrolled in the school by special permission.
The annual lease agreement prepared by the Title I and Child Care Office, will clarify related
concerns including costs, responsibilities, licensing, areas of use, and insurance. The school
principal has primary control of the administrative aspects of housing a child care program.
Providers also will pay for costs related to additional energy and licensing when applicable.
Licensing inspection requirements are the responsibility of the provider. During holidays and
inclement weather days, child care providers may continue to operate in schools when a school
custodian is available and on duty at no additional cost to the Baltimore County Public Schools.
Rooms used for child care will receive the same basic custodial services as the remainder of the
building. All maintenance related activities shall receive prior approval from the Department of
Facilities and be arranged, completed and/or supervised by the Department of Physical

Facilities.
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Billing and the collection of charges will be handled through the Title I and Child Care Office,
and the Office of Accounting, Department of Fiscal Services.
Placement Procedures and Additional Administrative Considerations for School Age Child
Care Programs
1.

If space is available as determined by the Principal and Executive Director of Schools, a
needs assessment is conducted by the principal in conjunction with the Coordinator, Title I
and Child Care Office and the Executive Director, Department of Physical Physical
Facilities

2. Approval for full day, before and after school, and/or summer care is granted based upon
space availability, and approval for usage of space by the Baltimore County Fire
Department and the State of Maryland Department of Human Resources Child Care
Administration.
3. The Title I and Child Care Office provides technical assistance upon request. If requested,
the Office of Purchasing prepares a request for information for inclusion in the paper of
record.
4. If more than one child care provider submits information, a selection committee, and/or the
initiation of a survey with the parents may be coordinated in order to choose a provider.
5. The selected provider completes a "Request for Space" form obtained from the Title I and
Child care Office. The principal, after preparing and providing guidelines and
administrative responsibilities unique to the provider, will sign the request form, pending
approval of licensing related inspections by the Departments of Health, Fire, etc. The
provider is responsible for coordinating these inspections.
6. Open communications must be shared between the faculty, custodians, provider, PTA,
parents, clerical staff, administration, Recreation and Parks supervisor, and other building
users. Support and understanding is vital to the successful operation of the program. The
provider must inform parents, faculty, etc., that the child care program is not run by
Baltimore County Public Schools. A non-profit, licensed, insured provider leases space on
an annual basis.
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Administrator, X-6300

The provider has many responsibilities re: children, faculty, communication, behavior,
leasing requirements, personnel management, etc. Clarity of concerns regarding these
issues is necessary between the principal and provider.

8. Registration time lines for child care enrollments must be established when deciding if provider can continue to use space during the next school year. Please keep in mind that child
care enrollment usually occurs in February via the provider. Child care information shall be
made available to parents during kindergarten roundup in schools that house child care.
9. Pedestrian and automobile traffic patterns and any other safety concerns on site must be
established to assure a safe environment during the drop off and pick up periods.
10. Emergency and health related procedures must be established and implemented in advance.
11. Access, security, food management, storage, mailboxes, equipment usage, telephone, fire
drills, school events, weather policies, etc., must be addressed prior to usage by the
provider.
12. Changes in hours of operation and/or leased area, require a new lease with Baltimore
County Public Schools through the Title I and Child Care Office, as well as reviews by the
Department of Human Resources Child Care Administration and the Baltimore County Fire
Department. There is a potential for added expense to the provider. Recreation and Parks
should be consulted with regard to any impact on its programming.
13. Any change of custodial time to accommodate child care must be approved by the
Administrator, Office of Operations, Department of Physical Facilities.
Operation of Child Care Center During Hours When School Personnel
Are Not on Duty
If a child care provider wishes to operate during hours when school personnel i.e.,
custodians/administrators are excused from duty, and the principal approves keeping the building

open, the provider must pay for additional custodial time.
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For example, if a child care provider normally operated from 7 a.m. - 6 p.m. and custodians and
school staff are excused at 12 noon for snow, excessive heat, etc., the provider must pay time and
a half custodial fees for the remaining time if the custodian is willing to work. Otherwise, the
provider must contact parents and leave the building by 12 noon. Heat or air conditioning will
be operated at non-occupied temperatures.
Occasionally, a similar scenario occurs during holiday and spring breaks when custodians leave
at 3:30 p.m. and no second shift personnel are available. Please discuss this rule and your
custodial schedule during holiday or spring breaks with the provider in your facility so that
parents can be notified, in advance, of any child care schedule or policy changes.
Displacement of School Age Child Care
Displacement of the child care program requires communication among the principal, Executive
Director of Schools, Coordinator, Office of Title I and Child Care and Executive Director
Department of Physical Facilities.
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Use by Department of Recreation and Parks - See section on Building Inspection Reports and
Property Damage Reports in relation to Department of Recreation and Parks' activities.
Use by Group Other Than Department of Recreation and Parks - The organization requesting use
of a facility assumes the responsibility for the care/damage of the assigned facility. The
custodian and group leader will inspect the facility at the opening and closing of each session.
Any damage will be noted and a written description will be signed by the custodian and group
leader.
Property Loss/Damage Report - Baltimore County Public Schools - When reporting damages
incurred by organizations other than Department of Recreation and Parks, utilize the Property
Loss/Damage Report - Baltimore County Public Schools form and distribute same as follows:
1. First copy to the Office of Comprehensive Maintenance and Construction or Office of
Operations.
2. Second copy to director of the organization
3. Third copy to the group leader
4. Fourth copy to the principal to be filed in the school office
5. Fifth copy to the chief custodian
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As employees of the Baltimore County Public Schools, the custodians should consider
themselves representatives of the school. Their interactions with groups will affect community
opinion of the entire school. At all times they should be friendly, cooperative, helpful, and
provide their best service. On occasions when the custodians have concerns or problems, they
are urged to share them with the principal and their field representative. Custodians should
clearly understand the standards for use of school facilities and their responsibilities as school
representatives. Their activities should protect Board property, facilities and content.
When custodians are employed by the Department of Recreation and Parks, they are under the
supervision of the Director of Recreation and Parks or his/her designee. Their job will be to
follow the duties as outlined by that organization, exclusive of supervision of the activity.
A custodian’s responsibility includes the following:
1.

Receive materials in advance of the scheduled event. All such deliveries and
special arrangements must be stated on the application and approved by the
principal. All deliveries should be scheduled when the custodian is on duty and
should require a minimum time for handling. A custodian must be informed of
the delivery time and furnished with an itemized list. The organization will
assume all responsibility for the delivery arrangements and any errors which may
result. An organization may prefer to have its own representative present at the
time of delivery.

2.

Provide light, heat, and access to designated areas. Current energy procedures of
the Baltimore County Public Schools must be strictly followed. Air conditioning
is to be used only with the permission of the school principal and Administrator,
Office of Comprehensive Maintenance and Construction.

3.

Offer assistance by answering questions about the facility; e.g., the location of
outlets for electrical appliances, and provide materials as indicated on the
application form, such as a speaker’s stand, folding tables, chairs, cleaning
equipment, and trash containers.
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Supervise the building and operate its equipment. The custodian should inspect at
regular intervals the area being used, particularly rest rooms. The custodian and
group leader will both inspect the facility at the opening and closing of each
session.
3.

If the event is a Baltimore County Department of Recreation and Parks function
in the building, a Department of Recreation and Parks Building Inspection Report
should be completed by the recreation leader in cooperation with the school
custodian and a copy retained for the school file. Any violation of building usage
must be reported to the program coordinator of Recreation and Parks and the
school principal.

4.

The custodian should report to the responsible adult of the group any violation of
usage. If damage occurs, a written report must be made to the principal and a
Property Damage Report completed.

5.

Clean the areas used, turn out all necessary lights, and secure the building.

If a custodian from another school is assigned, his/her time will be recorded on the payroll report
of the home school. The custodian will be responsible for punching the pink time card,
distributed by Recreation and Parks, at the work site and submitting it to his/her home school.
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Food Services Director, X 7855 X 240

Use of Cafeteria - The principal will determine the rental fee for building use exclusive of any
other charges. After checking with the principal to determine if the requested date is available,
the cafeteria manager will handle all procedures for kitchen facility use through the Office of
Food and Nutrition.
Cafeteria, Kitchen, and Line Service - Special functions requiring the use of the cafeteria kitchen
or serving line facilities are to be handled through the cafeteria manager.
The cafeteria manager first determines that the building has been made available for this special
function, then fills out the Request for Special Function Form and forwards it to the central
office of the Office of Food and Nutrition Services for approval at least 30 days prior to the
proposed function. This request will be returned to the manager within seven days of receipt.
An agreement form, either the Cafeteria Service Agreement (labor only), or the Cafeteria Service
Agreement (labor plus additional service), is then filled out and signed by the authorized
representative of the organization.
The use of the kitchen or serving line facilities may be refused to any group that has previously
misused these facilities. The Office of Food and Nutrition Services will determine all fees for
the use of these facilities. Fees charged for the use of the building will not be included.
Payments for these functions shall be made by check payable to the school lunch cafeteria
involved.
Permission may be refused to any group requesting the use of kitchen facilities when the
program is primarily for the financial gain of the group or if the activity is in conflict with the
policies of the local school or the Baltimore County Public Schools.
Technology Education Room - Any use of Technology Education rooms or equipment must be
cleared through the Office of Career and Technology, Department of Curriculum & Instruction.
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The Baltimore County Election Board has designated a large number of our facilities to be used
as polling places. These locations remain very constant over the period of years. Representatives
of the Election Board facilitate the delivery and pickup of voting machines. These machines
generally arrive a day or two prior to election day and are removed within a few days after the
election. The role of the local administrator is to ascertain the area of the building to be used for
voting purposes and cooperate with the election official who will contact the school by letter
prior to the delivery of the machines. Any questions should be referred to the Administrator in
the Office of Operations.
Occasionally, military personnel request that school sites be designated as alternate assembly
area in the event of emergency mobilization. All such requests should be made in writing and
coordinated through the Administrator, Office of Operations.
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On days when schools are closed due to inclement weather, adult evening classes and
professional staff meetings are automatically canceled. Normally all other planned use of the
school facilities will be canceled.
The use of the school facilities for recreation activities will proceed according to schedule the
day following the early school closing unless schools remain closed because of continued
inclement weather conditions.
In the event of any significant accumulation of snow and/or ice after 3:30 p.m. on a Friday, all
activities scheduled for that weekend will be curtailed.
If schools are closed for an extended period of time, local administrators will be advised by the
Executive Director of the Department of Physical Facilities of the resumption of programs
scheduled by the Department of Recreation and Parks and other agencies. The Executive
Director of the Department of Physical Facilities will utilize the established procedure of
relaying his/her directive through the Executive Directors for schools. The Executive Directors
office will call schools underlined. (Refer to Telephone List - Inclement Weather Procedure.)
These schools, in turn, will relay this directive to the schools in their group. It is important that
local administrators alert their custodians of the impending resumption of programs and
activities.
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Charges for use of a Baltimore County Public Schools' facility will be assessed by the principal
and approved by the Department of Physical Facilities designee using the Table of Charges,
which is determined by the Department of Physical Facilities and is included in this guide.
Community/Non-Profit Groups
The principal will make every effort to provide custodial/security coverage at no or minimal cost
for community/non-profit groups such as those eligible for free use. (The Free Use of Facilities
section of the Use of Facilities booklet should be reviewed in order to decide if the group
qualifies for free use of the facility.) In many cases, normal custodial maintenance and service
can be provided by re-adjustment of the existing custodial schedule. However, if additional
custodial scheduling must be provided through custodial overtime, and no additional energy
charge is applicable, a community/non-profit group must only be charged the rate quoted on the
Table of Charges for time and a half custodial labor. If questions exist regarding the non-profit
status of a group, the principal must require IRS 501(c)(3) Exemption Verification as proof. The
principal may also assess charges for items such as school-owned equipment, stage crews, etc.
Private/Non-Profit Groups
Private/non-profit groups such as churches and commercial oriented groups are always charged
according to the Table of Charges. These groups do not fit into the free-use category and are
required to pay charges regardless of the day of week or the necessity of additional/overtime
custodial coverage. Payment to BCPS in advance of the activity is required.
School Handling Fees: Application Fees & School Percentage Fees
Application fees of $10 for a one-time use and $20 for multiple uses of school facilities may be
charged to any group not directly associated with Baltimore County Public Schools, Baltimore
County Government, Recreation & Parks, or child care providers leasing space from Baltimore
County Public Schools.
Principals may add up to 25% to the Use of Facilities cost coverage fees on the Table of Charges
for all groups which are not able to use facilities free of charge, with the exception of child care
providers. This additional percentage, as well as the application fees, will be reimbursed to the
school and accounted for through "school activity funds." (See Remittance Procedures.) The
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revenue generated from these additional fees may be used for items or projects deemed
necessary by the school principal. It is expected that some of the money will be used to maintain
buildings and grounds and pay for custodial supplies.
Custodial Overtime Approval
All custodial overtime, except for Recreation & Parks activities, must be approved by the
Administrator of the Office of Operations, extension 6300, two weeks prior to the activity or
planned program, unless it is being paid for with school funds or money remitted by the
sponsoring group. Special programs and activities (plays, flea markets, proms, dances, concerts,
staff development, Saturday school, band practice, etc.) which are sponsored by the school,
office, PTA or departments of Baltimore County Public Schools must have a designated funding
source to pay overtime salaries. Custodial personnel may not receive direct cash payment. All
payroll must be reported on Baltimore County Public School payroll time sheets.
The Office of Operations will pay overtime for coverage of Election Day, GED, and SAT
Testing only.
Explanation of Table of Charges and Air Conditioning Charge
When using the Table of Charges, groups should be charged for the number of hours they
actually use a room, plus actual custodial hours used, (set-up, cleaning, security, etc.). Any
group requesting after hours central air conditioning, except Baltimore County Public Schools
and Department of Recreation & Parks, must be charged an additional $68.00 per hour energy
fee for each hour the air conditioning is used, assuming only one group is using such air
conditioning. Air conditioning should only be used when absolutely necessary. A few examples
of how to charge a group using the Table of Charges in various instances are given below:
1.

A group uses one classroom for three hours on a Thursday night (normal
workday/or night for custodial staff). $7.60 (room usage fee for four hour
minimum) + $54.00 (based on the custodian working three regular workday hours)
= $61.60.

2.

A group uses an auditorium for five hours on a Saturday (overtime for custodial
staff). $37.50 (for room usage - $30.00 + $7.50) + $162.00 (based on 6 hours of
custodial labor) = $199.50. The overtime Saturday/Sunday fees are based on timeand-a-half for custodial coverage.
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3.

A group uses a high school cafeteria for three hours and a multi-purpose room for
three hours on a Saturday. You would charge as follows: Cafeteria = $18.00
(room usage fee for 4 hour minimum) + Multi-purpose room = $12.50 (room usage
fee for 4 hour minimum) + $108.00 (based on 4 hours time-and-a-half custodial
labor) = $138.50.

4.

If a group requests air conditioning during three hours of usage, charge an
additional $68.00 per hour for the entire time that the air conditioning is on. If air
conditioning needs to be turned on two hours earlier to cool the building, an energy
charge for 5 hours would be appropriate. This charge pertains only to central
building system air conditioning, not window units. All building users, except
curricular or extra curricular activities of Baltimore County Public Schools and the
Department of Recreation and Parks, will be charged for central air conditioning
use.

*Note: Custodial personnel must be paid for one hour above actual requested use of time on all
weekend activities to open and secure the building.
Usage Fee Collection and Remittance Procedures
The following is the method of facility rental fee collection and remittance for all building usage,
with the exception of long-term lease agreements (primarily child care) directed through the
Manager, Office of Children and Families.
1. All checks for facility usage must be made out to Baltimore County Public Schools
NOT the individual school.
2. The individual school must remit all checks to the Office of Accounting on a monthly
basis.
3. The Remittance Report (BEBCO 06-030-95) must note and separate: a) use of
facilities and energy fees (106 010000 0554), b) custodial overtime salary, under the
"custodial salary" section of the Remittance Report, c) the individual school's handling
fees (application fee and/or percentage charge) under "other" on the Remittance
Report. Accounting will return the noted handling fees to each school.
It is vital that the Office of Operations at the Pulaski Office receive a copy of each
"Application for Use of School Facilities" form as well as a copy of each remittance report
sent to the Office of Accounting.
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If questions arise, please call the Administrator, Office of Operations, at 887-6300.
Energy (Central Air Conditioning System) Fee Remittance Procedures
Collection procedures are the same as above. The funds for energy usage must be included in
the total fee listed under "use of facilities."
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BALTIMORE COUNTY PUBLIC SCHOOLS
TABLE OF CHARGES
(for facility use by private-type group)
Room

Room Usage Fee
(4 hour minimum)

Additional Hour

Hourly Custodial Charge
(regular time) (time and a half)

Classroom

$ 7.60

$1.90

$18.00

$27.00

Multi-Purpose Room,
Library, Elementary
Cafeteria

$12.50

$3.12

$18.00

$27.00

Secondary Cafeteria

$18.00

$4.50

$18.00

$27.00

Gym

$20.00

$5.00

$18.00

$27.00

Auditorium

$30.00

$7.50

$18.00

$27.00

-

Please see the "Facility Usage Charges, Collection & Remittance Procedures" section of
the use of facilities guide for more information related to this chart.

-

Use of equipment and other rights and privileges are not implied and must be arranged and
approved by the principal.

-

Use of school facilities for "personal" use (weddings, receptions, parties, etc.) is prohibited.

-

Use of school facilities for the personal financial gain of any group or individual is
prohibited! Examples may include exhibitions, professional shows, collectors’ shows, etc.
-

Use of school or grounds for carnivals, circus or fireworks displays should be referred to
the Office of Risk Management and the Office of Operations, Department of Physical
Facilities.
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1. General
The Board of Education encourages the use of school facilities for community purposes
when such use does not interfere with the scheduled school program. The use of buildings
and grounds for cultural, civic, educational, recreational and charitable purposes is a longstanding practice. The Board of Education is committed to the concept of joint utilization of
facilities. This has been demonstrated by sharing facilities with the Department of
Recreation and Parks and other agencies.
It is the primary responsibility of the Board of Education to operate schools in such a manner
as to provide the optimum learning environment. Any commitment to joint utilization shall
not impinge on the commitment to provide educational opportunities as economically and
efficiently as possible. Under no circumstances should the use of school facilities for
community purposes be viewed as a mechanism for keeping a school open.
When a school facility is no longer needed for a school system purpose, the appropriate steps
shall be initiated to deed the property to the Baltimore County Government. (Also see
policy, "Disposal of Real Property," Series 3000.)
Organizations desiring to use school facilities shall request an "Application for Use of
School Facilities" form from the principal of the school involved. Administrative rules and a
statement of costs related to the use of buildings or grounds shall be attached to the
application form. The Board of Education reserves the right to revoke any permit which has
been issued, provided that at least two (2) weeks notice is given to the sponsoring group.
2. Gambling
Gambling, raffles and all other games of chance on Board of Education property or in
connection with school projects are prohibited.
3. Alcoholic Beverages and Drugs
The use, sale, or possession of alcoholic beverages and illegal drugs on Board of Education
property or in connection with school projects is prohibited.
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4. Obscene and Abusive Language
The use of obscene and abusive language on Board of Education property or in connection
5. Exceptions to Use of Facilities
The Board of Education may refuse the use of any school facility if it appears that this use
may be likely to provoke or add to a public riot or breach of the peace, or create a clear and
present danger to the peace and welfare of the County or the State.
Legal Reference:

Policy
adopted: 09/18/68
revised: 10/26/78
edited: 02/26/81
revised: 01/23/86

Annotated Code of Maryland, Education Article
#7-108 Use of school property for other than school purposes - in general
#7-110 Charges for use and liability for damages

Board of Education
of Baltimore County

with school pro
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The Department of Physical Facilities is responsible for administering the non-school use of
public school facilities.
1.

Shared Use
a.

Space in operating public school building may be rented or offered free of charge
to organizations which provide community services. Eligible groups include:

(1)

Those which are directly affiliated with the Baltimore County Public Schools

(2)

The Baltimore County Department of Recreation and Parks and the activities of its
local recreation councils

(3)

Programs and functions of other public education agencies

(4)

Offices of Baltimore County Government

(5)

Offices and activities of the State of Maryland and the United States

(6)

Agencies which are public funded

(7)

Organizations which are non-profit in nature

(8)

Business partners and corporations supporting Baltimore County Public Schools

b. Approval of requests for the shared use of facilities during the school day will be
dependent upon:
(1)

Availability of space in the school

(2)

The compatibility of the proposed use with regular education programs

(3)

The impact of the proposed use on traffic patterns, safety, and parking

(4)

Assurance that adequate liability insurance is available or will be purchased by the
organization
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(5)

The requirements which the use may put on plant operation, maintenance and
utilities service. The organization will be expected to share on a pro-rata basis the
maintenance and operation costs for the building.

2. Inclement Weather
On days when schools are closed due to inclement weather, adult evening classes and
professional staff meetings are automatically canceled. Normally all other planned use of
the school facilities will be canceled.
However, where local conditions warrant a deviation from the above, this decision will be
made by the principal after conferring with the organization concerned and the Department
of Physical Facilities.

Rule
approved: 09/18/68
revised:
10/26/78
edited: 06/12/79
edited:
04/21/83
edited:
03/08/90

Superintendent of Schools
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RULES, REGULATIONS AND GUIDELINES GOVERNING USE OF BALTIMORE
COUNTY PUBLIC SCHOOLS FACILITIES AND GROUNDS
1. The Board of Education encourages the use of school facilities and grounds for civic,
educational, recreational, and charitable purposes when such use does not interfere with
educational programs.
2. Facilities/grounds are not to be used for personal financial gain to any individual or group.
3. Activities must be open to the public at all times.
4. The organization using the facility must accept the total responsibility for providing
adequate supervision of all people involved in the activity. Custodians and/or other school
personnel must not be required to assume responsibilities involving supervision of
participants.
5. The Board of Education reserves the right to revoke any permit which has been issued to a
group or agency provided a notice of two weeks is given. The reason for such action must
be clearly stated, preferable in writing. Permission for use of a facility may be immediately
revoked if the urgent need for use of a facility for school activities or educational purposes
arises, or rules concerning no gambling, alcohol, drugs, obscene or abusive language,
smoking or these and other pertinent rules are violated. The applicant has the obligation to
provide notice of cancellation to the school at least seventy-two hours in advance. If the
activity is canceled after the custodian has arrived for duty, a minimum of four hours will be
charged.
6. The Board of Education reserves the right to determine the eligibility of a non-profit
organization for use of facilities/grounds. The Board of Education also may refuse the use of
any facility/grounds if it appears likely to provoke or add to a public disturbance.
7. The use of the facility/grounds will be restricted to those areas approved by the appropriate
Board of Education administrator. Use of grounds for purposes other than Department of
Recreation and Parks activities must be approved by the Office of Grounds, Department of
Physical Facilities.
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8. The sponsoring organization must assume liability for all injuries or damage to person and/or
to property arising from their use of the facility/grounds. Any person using Baltimore
County Public School facilities/grounds shall hold safe from harm the Board of Education
and its employees from any loss, damage, liability, or expense that may arise during or be
caused in any way by such use of occupancy of school property. Upon request, the
sponsoring organization shall provide proof of liability insurance coverage. Any repairs
necessary resulting for such use will be made by the Department of Physical Facilities at the
users expense.
9. The fees charged for use of facility/grounds will depend upon the user, circumstances and
details of such use. Fees and other decisions will be determined in accordance with rules
and guidelines in section F of the Physical Facilities Manual and the most recent Table of
Charges and energy (air conditioning) fee. Fees for usage and air conditioning may change
at any time. Current energy conservation procedures must be followed.
10. Applicants shall assume all responsibilities for admission and sales taxes if due.
11. Approval of application does not automatically imply use of machines, furniture, equipment
or storage space.
12. The Board of Education reserves the right to require adherence to special administrative
rules unique to the facility requested.
13. The sponsoring organization shall leave the facility in the condition in which it was entered.
Failure to do so may result in immediate revocation of usage permit.
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REGULATION FOR SPECIAL FUNCTIONS
1. All applications for the use of buildings or grounds must be made through the office of the
principal.
2. Request for Special Functions shall be submitted, in writing, to the Office of Food &
Nutrition Service for approval thirty (30) days prior to the proposed date of the affair.
3. All groups or catering services using the kitchen and/or serving facilities must have present
the cafeteria manager and/or the number of cafeteria employees necessary to operate the
mechanical equipment. These employees shall be reimbursed at the current established
hourly rate. Social Security payments must be made in addition to the established rate.
4. In-school groups doing their own planning, purchasing and preparation shall be responsible
for obtaining all necessary foods and supplies for the function. These foods and supplies
must be billed directly to the organization sponsoring the function.
5. An estimate of the number of meals to be served should be indicated to the Cafeteria
Manager at the time the initial arrangement is made.

INTRODUCTION/PURPOSE OF REFERENCE MANUAL
The Physical Facilities’ Manual has been updated effective October 2002, with specific
information regarding the services and resources offered by the Division of Physical
Facilities. As principal, we invite you to please review this guide carefully and thoroughly,
as you are responsible for the safety and well being of the staff and students in your
building. This reference manual will assist you as the school administrator to act quickly
and effectively when a concern arises at your facility.
This reference manual is user friendly for you, the school administrator. To this end, the
guide is divided by sections, based on the offices as well as the topic area within the
division, separated by tabs, and includes the topic and office responsible including a
telephone contact.
Several areas, particularly Section H, are still under review by the Law Office and are noted
as such in the specific section.
It is our intention to keep this new version up to date as operational procedures change.
New or updated changes will be automatically sent as they become applicable. Please
discard any old Physical Facilities’ Manual that you have in your school. Any suggestions
or additional topics to include are most welcome.
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Foreword
In partnership with the Baltimore County Public Schools, Baltimore County Police Department,
Baltimore County Fire Department, Emergency Operations Center, Baltimore County Government, and
the Community at large this Critical Incident Response and School Emergency Safety Management
Guide has been developed to assist us in creating, reviewing, or updating our schools' emergency and
crisis response plan. As noted on the previous page, this manual has been approved for full
implementation. Beginning with Unit 1, each page in the manual is dated in the footer to show the
approval date and any revisions that would be made in the future.
In a natural or man-made disaster, or under national security conditions, events occur that necessitate the
coordination and delivery of crisis intervention and response services. The Baltimore County Public
Schools created an organized, rapid and effective response in the aftermath of crisis and disaster.
Mr. C.A. Dutch Ruppersberger III, County Executive
"After September 11, we learned that we simply must be prepared to deal with the unthinkable. Though
Baltimore County government routinely trains for dealing with disasters, we continue to enhance our
preparedness. This school emergency management guide is part of that effort."
Dr. Joe A. Hairston, Superintendent of Schools
"Maintaining a safe and orderly learning environment is one of three systemwide goals of the Baltimore
County Public Schools, and the importance of emergency preparedness has never been more evident
than today. Our collaboration with public safety agencies and the creation of a coordinated, efficient
crisis response plan has strengthened our ability to keep the students and staff in all of our schools safe."
Mr. Terrence B. Sheridan, Police Chief
"Schools have always been among the safest places in the nation for children. Students in American
classrooms can learn and grow, free from many of the insecurities, threats, and anxieties facing them
outside their schools. This Critical Incident Response and School Management Guide is part of the
county's commitment to maintain schools as safe places for our children. The Guide is the product of an
intense, cooperative effort by county agencies, and should reassure students and their parents that the
county government is deeply committed to protecting and nurturing our young people."
John J. Hohman, Fire Chief
"The document before you is the result of a collaborative effort between Baltimore County's public
safety agencies and the Baltimore County Public Schools. Many months of hard work and commitment
by all involved have produced this Emergency Plan to make county schools safer for our children."
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Section 1
Preparedness
&
Communication
"Disasters are inevitable. Appropriate
preparation is not."
(R. Lazarus)
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Unit 1 - Preparedness
INTRODUCTION TO
EMERGENCY
MANAGEMENT
PLANNING
Partnerships in Preparedness,
Response and Recovery
The Baltimore County Public Schools provide guidelines for schools,
districts, and communities to address school emergencies. Standard
procedures are provided for emergency situations to assist facilities with a
foundation for planning and a framework for action should an emergency
situation arise.
The likelihood of effectively managing an emergency is increased with an
established district level plan and individual building plans tailored to the
conditions and resources of an individual school or facility. The
guidelines contained herein provide a step by step model for districts and
individual schools to develop their own School Emergency Safety
Management Plan.
For purposes of this guide, “emergency” is defined as:
A sudden, generally unanticipated event that has the potential
to profoundly and negatively impact a significant segment of
the school population.
As envisioned, the school system has formed a System Team, with
collaboration and partnership from local/county emergency service
agencies. The System Team will follow the outline in this guide to create
(or modify) its own local Emergency Management Plan, and will include
appropriate local terminology, phone numbers, names, etc. The System
Team will then provide the modified guide to each school for adaptation
by School Emergency Safety Management Teams.
Each Emergency Management Plan is to be written with the explicit intent
to protect and sustain life, reduce emotional trauma, assist in emotional
recovery from trauma, and minimize personal injury and/or damage to
property. The Critical Response and School Emergency Safety
Section 1: Unit 1 - Preparedness - 1
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Management Guide incorporates activities for preparedness, responding,
and recovery for a variety of emergency situations. The Guide will help
maximize the health, safety, and welfare of students, staff, and visitors
when confronted by an emergency situation.
New Challenges
Historically, schools have been relatively well-prepared for emergency
situations such as fires and severe weather. Schools understand the need
to evacuate buildings when a fire alarm is heard. They know procedures
for calling 911 to report a fire, and know to seek shelter in the event of a
severe weather warning.
Conversely, the recent wave of school shootings and other forms of
interpersonal violence has stunned the country and uncovered a need for
preparedness for a much broader range of emergencies. National attention
has focused on school violence in communities across the country.
Further, although schools may have established procedures for dealing
with many emergency situations, most do not have these protocols
collected in a coordinated, concise manner. More so than ever before,
schools are faced with ongoing challenges to be prepared for a wide range
of emergency situations from medical emergencies to threats of violence,
from severe weather to chemical release, and from sexual abuse to
kidnapping.
A Broad Perspective
The Baltimore County Public Schools oversee 162 schools and have set
three broad goals:
1.
2.
3.

To improve achievement for all students
To maintain a safe and orderly learning environment
in every school
To use resources effectively and efficiently

To achieve these goals, schools in the system must provide a safe, orderly
learning environment for every child and every school. The Critical
Response and School Emergency Safety Management Guide provides
protocols for crisis response situations so that schools and districts can
quickly and adequately restore the school climate to optimal learning
conditions. The restored strong, supportive environment will again
promote high student achievement.
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The Baltimore County Public Schools Critical Response and School
Emergency Safety Management Guide was based on the Emergency
Management Guide which was developed in response to a growing
number of requests for technical assistance in crisis response training,
planning for school safety, emergency management and response, and
long-term recovery. The Guide is presented in four broad sections:
Preparedness, Critical Incident Response, School Emergency Safety
Plan, Protocols (Emergency and Health, Safety, and Risk
Management). Each of these topics is introduced briefly over the next
few pages and then explained and applied in detail in later sections of the
guide.

Partnerships in
Preparedness,
Response, and
Recovery
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How to Use this Guide
The Critical Response and School Emergency Safety Management Guide
is designed to assist schools and districts in the development of
individually tailored Emergency Management Plans. It is presented in
four main sections: Preparedness, Critical Incident Response, School
Emergency Safety Plan, Protocols (Emergency and Health, Safety, Risk
Management), and offers a method for creating an Emergency
Management Plan to meet specific local needs. Since each school has
unique resources and unique risks, each needs an Emergency Management
Plan suited to its unique circumstances.
New “best practices” for handling emergency situations become available
on an ongoing basis, and new emergency situations emerge over time.
Therefore, this manual should always be a “working document,” and after
initial completion, should be updated on a regular basis.
County Preparedness – A Support Team
County preparedness began with the County Executive making a firm
decision to update the county's Emergency Management Plan, and
communicating that decision to staff. The next step was forming an
Interagency Team to begin planning and developing support for schools.
This team was composed of Police, Fire, and School System personnel.
The Interagency Team reviewed the contents of the previous Emergency
Management Guide and conducted a review. The Team then reviewed and
modify each emergency protocol to reflect local needs and circumstances
in order to mitigate the impact of an emergency situation should one arise.
School Planning
After the Interagency Team completed its revision of the guide, each
school and support building should create a site-specific Emergency
Management Plan. Training will be provided on an ongoing basis for
schools. To do this, the school will need to establish a School Emergency
Safety Management Team to review its site’s existing emergency plan,
or to develop a new plan using this guide as a model. Using the outline,
sample forms, and protocols provided in the system's updated guide,
schools can create an emergency plan which includes a designated chain
of command, specific roles for team members, and school specific
procedures to implement in the event of an emergency.
Communication and Practice
The final step in the emergency management planning process is to
communicate and practice the plan. The Interagency Team holds the
responsibility to assist each school in conducting awareness trainings and
in practicing various elements of emergency protocols. While most
schools are adept at practicing techniques such as fire drills and severe
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weather, most are not well rehearsed in planning for such events as
chemical release, threats to self or others, intruders, and other possible
emergencies.
This Guide represents an effort to bring together elements of emergency
management for natural and man-made disasters, accidents and medical
emergencies, interpersonal violence, and threats to self or others.

Summary
In summary, the process of using this guide involves the following three
steps. Suggestions will be provided throughout the manual to assist
districts in adapting the guide for local use.
1. An Interagency Team, in partnership with community
agencies, creates a district model emergency plan,
based on this manual, but tailored to local needs.
2. The System coordinates training for School
Emergency Management Teams to adapt the system's
guide for school-specific needs.
3. System and school teams communicate and practice
the plan with staff in order to better prepare to respond
to and recover from emergencies.

Practical Tip - Pages as Handouts: Although it may seem repetitive at
times, several of the concepts presented are featured in several places
throughout this guide. This is done intentionally because many of the
pages in this guide are designed to be useable as handouts. Depending on
your circumstances (such as training and orientation needs) you may need
detailed information on a specific topic, or broad summaries of a variety
of topics. As you look through the guide you are encouraged to consider
which pages may provide good overviews or details about a specific topic.

Section 1: Unit 1 - Preparedness - 5
Approved 10/14/02

Critical Incident Response and School Emergency Management Guide - BCPS

Preparedness: A Brief Introduction
Preparedness is the process of deciding what you will do in the event of an
emergency, before the emergency actually occurs. Preparedness involves
the coordination of efforts between the local school district, individual
schools, and the community at large.
School/District Safety Assessment
One way to begin planning is to form a System Support Team to conduct a
school and district safety assessment, which calls for a self-appraisal of
major areas which affect school safety. These areas include geographic
location of buildings; proximity of potential hazards such as factories,
mines, or waterways; district availability of buses for possible evacuation;
etc. Resources include existing safety plans, security and safety related
district policies, floor plans of buildings, maps of local evacuation routes,
school crime reports, known safety and security concerns, logs of police
calls for service, student and faculty handbooks, disciplinary files and
input of safety concerns. The Federal Emergency Management Agency,
or FEMA, describes this process as a “planning for all types of disasters.”
Comprehensive School Safety Planning
Once the school safety assessment is complete, a comprehensive planning
process can be initiated. These efforts will be most successful when they
involve the community’s “major stakeholders”; ideally, those included on
a System Support Team and other community representatives.
Just as schools reflect their communities, so, too, must they work with
those communities to proactively address the individual needs of their
school. “Major stakeholders” could include superintendent, law
enforcement, parents and students, health and welfare, business leaders,
mental health providers, juvenile justice, city and county government,
church leaders, corrections, emergency management, fire department,
emergency medical services, and the media.
School Plans
Individual school safety plans should be preventative in nature. This
would include addressing proactive solutions to mitigate identified safety
concerns found as a result of a school assessment. School Emergency
Safety Management Plans should include Incident Command Structure,
roles and responsibilities of Emergency Management Team Members, and
emergency protocols to follow for emergency situations. Each school’s
plan should reflect the school’s unique characteristics and needs.
Interagency Plans
The Interagency Team should develop a district support plan to detail
intervention strategies and the roles and functions of support personnel
available to schools. The District Support Team would assist in the
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coordination and allocation of additional resources designed to backup the
school when the need exceeds its day-to-day resources. The Interagency
Team should have a roster of district-level personnel who are available to
assist schools in a variety of ways, including assisting with phone calls
and parent notifications, status reporting, media briefings, etc., when an
emergency situation occurs. Additional consultants and “resource” team
members would be drawn from law enforcement, fire and rescue, disaster
and emergency management, media liaison, etc.

Section 1: Unit 1 - Preparedness - 7
Approved 10/14/02

Critical Incident Response and School Emergency Management Guide - BCPS

Critical Incidents and School Emergency
Safety Plans
Response: A Brief Introduction
Response is the process of implementing appropriate actions while an
emergency situation is unfolding. In short, responding means “doing what
you planned to do.” In this phase, school systems mobilize resources
needed to handle the emergency at hand.
Mitigation
Mitigation refers to actions taken to reduce the adverse effect of an
emergency. Mitigation measures can be implemented before an emergency,
during an emergency, or in recovery from an emergency. Following a
school safety assessment conducted in the preparedness phase, mitigation
measures can be taken to eliminate hazards that have been identified. In the
response phase, mitigation is the process of implementing the Emergency
Management Protocols detailed later in this guide. In the recovery phase of
an emergency, mitigation measures are those interventions designed to
reduce the psychological or emotional impact of a traumatic event.
Emergency Management Protocols
A broad range of emergency situations is identified in the Emergency
Management Protocols section of this guide. For each event listed there are
specific actions to be taken to appropriately handle the given situation.
Depending on the type of emergency, protocols may remain under the
domain of the school, may require assistance from the District Support
Team, or may necessitate a coordinated community-wide response.
Additionally, as indicated, protocols use consistent language in
implementation of Universal Emergency Procedures, as described below.
Universal Emergency Procedures
Universal Emergency Procedures refers to a set of clear directives that may
be implemented across a number of situations. Evacuation is a procedure
that may apply to such emergencies as fire, bomb threat, or interior gas leak.
Personnel throughout the building would not necessarily need to know what
is the emergency at hand; they simply need to know to evacuate once a
decision has been made.
Other Universal Emergency Response Procedures include Shelter in Place,
Drop, Cover and Hold, Severe Weather Safe Area, and Lockdown. The
advantage of having a small set of universal procedures is its simplicity.
With Universal Emergency Response Procedures in place, staff can learn to
follow specific directions without having to learn extensive protocols for
dozens of different emergency situations.
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Recovery: A Brief Introduction
Recovery is the process of assisting people with the physical,
psychological and emotional trauma associated with experiencing tragic
events.
Understanding “Critical Incidents”
The term “critical incident” is used to describe events that overwhelm an
individual’s capacity to cope. Traumatic events can cause psychological
and emotional turmoil, cognitive problems, and behavioral changes.
Critical Incident Stress Management (CISM, Everly & Mitchell, 1999) is a
comprehensive, integrated multi-component crisis intervention system.
CISM services provide a framework for the application of education and
crisis intervention during the acute stage following a critical incident.
These services enhance and complement the delivery of traditional mental
health services.
Immediate vs. Ongoing Recovery
It is essential to understand recovery at two distinct levels, immediate and
ongoing. Immediate support is needed from the first moments of a
traumatic event through the first few days following it. Frequently, recent
victims of major trauma are in a state of shock, and at this time basic
human needs of food, shelter, and clothing are often a primary focus.
Long-term recovery needs may not be readily apparent, and for many,
ongoing support will be needed. Ongoing recovery refers to support
provided to some individuals for weeks, months, or years following a
tragic event.
Assessment, Crisis Intervention and Support
Children and their parents, faculty, staff and administrators, public safety
personnel and the larger community are all impacted by tragic events and
will benefit from immediate and ongoing support. For some traumatic
events the in-school Student Support Services Personnel may be adequate
to provide immediate and ongoing recovery services. Emergencies that
affect a small number of people, may be well served by crisis counseling
and recovery from a Traumatic Loss Team, local community mental
health providers, employee assistance programs and similar services.
For large-scale emergencies, however, services such as triage, assessment,
outreach, and crisis intervention are best delivered on a system basis
through a trained rapid response network. For large-scale disasters, sitebased personnel normally assigned these functions are now
victims/survivors themselves. The Trauma Teams' network professionals
provide a structured, immediate first response system to support the
system in need. Site-based personnel will be called on to provide the
ongoing support services once the immediate crisis has passed. Their
effectiveness will be strengthened if needed support is afforded to them
Section 1: Unit 1 - Preparedness - 9
Approved 10/14/02

Critical Incident Response and School Emergency Management Guide - BCPS

during the early days of recovery. Recognizing the impact of critical
incident stress on all school and district staff members while supporting
outreach efforts will ensure that “quality care” of the school's most
valuable resource, its personnel, is a priority.
The Baltimore County Public Schools are working throughout the county
to assist in building regional capacity to support schools and their
communities in Preparedness, Response, and Ongoing Recovery.
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Levels of Emergencies
It is essential to understand and be prepared for a range of situations from school-based events such
as an allergic reaction, to community-wide disasters such as tornados. The information below
illustrates different levels of emergencies, and the following page describes in greater detail the
possible impact of community-level disasters on individual schools.
Level I
A Level I emergency is a site-based event affecting only that site and requires no outside
assistance at that site to manage the emergency. However, the site-based coordinator may use
some central office personnel or resources (for example, the school system’s Traumatic Loss
Team).
Level II
A Level II emergency is a local event having an impact on more than one site or having a
large-scale community impact, such as a major fire, civil disturbance, hostage situation, or
widespread power outage. A level II emergency may also be an event that only affects one
site, but the magnitude of the emergency requires the support of the CIRT. Depending upon
the magnitude of the event, the increased resources and expertise needed to manage the event,
and its impact on individual sites, site emergency plans may be implemented by the Site
Coordinator, as the BCPS CIRT’s key staff and section leaders are being assembled.
Level III
A Level III emergency is a community or region-wide event affecting multiple sites such as
an earthquake, chemical/biological-related incidents, or any incident having a collateral
impact on Baltimore County (e.g., mass exit from Baltimore City). Site emergency plans
would be implemented and the BCPS Critical Incident Response Plan would be fully
activated to coordinate system-wide response efforts.
Note: At the time that a Level II or III emergency is being declared in the school system,
the County’s EOC may be activated to coordinate the response.
Integration with Other Plans
This plan supports and is integrated with all BCPS site plans and is also coordinated with the
Baltimore County government EOC.
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Understanding the Impact of Large-Scale Disasters
Schools must be prepared to rely on their own resources because
assistance from others may be delayed, depending on the scope of an
emergency. Remember, for a large-scale event such as an earthquake or
tornado, the same disaster that affects your school will also affect the
surrounding community. The list below offers insights into the possible
effects of a large disaster (adapted from the Federal Emergency
Management Agency’s [FEMA’s] “Multi-Hazard Program for Schools,”
1999).
•

Experts advise that schools (and everyone else) may be on their
own for three days or more following a catastrophic disaster.

•

A large disaster may result in:
Widespread telephone outage
Road blockages and damage to roads and
bridges
Gridlock or congestion of roadways
Loss or damage to utility systems
Damage to local dams, especially earthfill
dams
Chemical or electrical fires
Release of fuels and hazardous materials
Flash flooding

•

Injuries and death may be caused by falling objects,
fires/smoke inhalation, release of hazardous materials, flying
debris, roof collapse, flooding, and landslides.

•

The disaster that affects you also affects the community.

•

Fires, spills, damaged buildings, and search and rescue
operations will overwhelm normal emergency response forces
including police departments, fire departments, and emergency
medical services.

•

It is important for school staff to develop personal and family
emergency response plans because school personnel may have
moral and legal responsibilities at school should a disaster
occur. The family should anticipate that a staff member may
be required to remain at school following a catastrophic event.
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Elements of Emergency Management
and Preparedness
Leadership: The importance of strong leadership cannot be overstated.
Leadership ensures that emergency preparedness will be a priority and that
adequate resources will be allocated to create and implement district and
school-based plans. At the district level leadership should come directly
from the superintendent; at the school level, from the principal.
Incident Command System: Is a nationally recognized organizational
structure designed to handle Management, Operations, Logistics,
Planning, and Administration & Finance. The ICS allows for appropriate
utilization of facilities, equipment, personnel, procedures, and
communications. The Incident Commander is the highest-ranking
official in charge of the emergency response operations.
Interagency Team: Initially, the Team directs the process of adapting
this guide to reflect local conditions. Ongoing, the Critical Incident Team
serves to assist the schools when an emergency occurs and the need
exceeds the school’s resources.
School Emergency Safety Management Team: School-based teams of
individuals with specific duties to perform in order to prepare for, and
respond to, emergencies. The Team develops the plan to meet individual
school needs, and implements the plan should the need arise.
School Emergency Safety Management Plan: The modified version of
this guide, tailored and fine-tuned to meet the unique needs and resources
of a given school. The plan includes Emergency Management Team
assignments, emergency numbers, protocols, etc.
Communication: Plans should have established lines of internal
communication (i.e., within the school), external communication (i.e.,
with the district office & community). Plans should include provisions for
after-hours communication (telephone tree), and alternate means if
telephone lines are disabled.
Emergency Management Protocols: Emergency Management Protocols
are the step-by-step procedures for schools to implement in the event of an
emergency.
Universal Emergency Procedures: Universal Emergency Procedures are
a set of clear directives that may be implemented across a number of
emergency situations. These procedures include Evacuation, Shelter in
Place, Drop, Cover, and Hold, and Lockdown.
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Mitigation: Mitigation refers to any action taken to reduce the adverse
effects of an emergency. These actions can be to eliminate existing
hazards, to respond effectively when an emergency arises, or to assist in
recovery in the aftermath of an emergency.
Preparedness: Preparedness is the process of district and school-based
planning to prevent emergencies when possible, and to respond effectively
when they occur.
Response: Response is the implementation of Universal Emergency
Procedures and/or Emergency Management Protocols to maximize the
health, safety, and well-being of individuals in the school community.
Recovery: Recovery is the process of assisting with physical,
psychological, and emotional trauma associated with experiencing tragic
events. Recovery during an emergency can address immediate short-term
needs, while ongoing recovery can last for months or years.
Training: Training is important on at least three levels: 1) Team Training
for general emergency preparedness; 2) Training to address specific
emergency response or recovery activities (i.e., severe weather training,
threat assessment training, or Critical Incident Stress Management
training); and 3) awareness training for all staff (i.e., Universal Emergency
Procedures).
Practice: Practicing the plan consists of drills, tabletop exercises,
orientation for staff, etc. It is generally recommended that schools start
with basic orientation and tabletop exercises prior to engaging in full-scale
simulations or drills.
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Moral/Legal Responsibilities for
Emergency Preparedness
Adapted from the Federal Emergency Management Agency’s (FEMA’s)
“Multi-Hazard Program for Schools,” (1999)

Moral Responsibility
•

Schools are a vital community resource.
School personnel have a moral and legal responsibility to all
students in their care.
Your school is responsible for students during day-to-day
operations.
After a disaster, your school may serve as the gathering place
for hundreds of people who live or work nearby.

•

In most cases, teachers and staff members will be required to
remain at school until they are released by the principal or
superintendent.
This responsibility to students in a disaster should be covered
in each individual’s employment contract.
This policy recognizes the school’s obligation to keep students
safe.
Just as school staff members will rely on other members of the
community to open blocked roads, repair utilities, perform
rescue work, etc., those members of the community will rely
on schools to care for children in their care.

•

Staff members should have a family emergency plan; that plan
should anticipate that the school staff member must stay at school.
Knowing your family is prepared and can handle the situation
will enable you to do your job professionally.
Remind your family that if the telephones are not working, you
will be unable to call them.
If the telephones work, tell them you will wait an hour or two
to keep the lines open.

•

Ideally, the school plan should include a rough prioritization of
which teacher and staff members might be released first (such as
those with small children at home).

•

Staff members who live alone or a long distance from school
should be encouraged to make special preparations for remaining
at school a longer time, such as arranging with a neighbor to check
on their home and keeping extra supplies at school.
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Critical Incident Stress Management
(CISM)
Critical Incident Stress Management services (CISM, Everly & Mitchell,
1999) are designed to promote emotional and psychological resilience
following a critical incident. Whether an event is an act of violence, a
sudden death, or a large-scale disaster, those involved often experience
stress reactions. These reactions can affect employees, students, parents,
emergency responders, police, witnesses, and the families of these
individuals.
Impact
The stress reactions experienced following a critical incident can include
insomnia, depression, anger, headaches, ulcers, and a host of other
manifestations. These conditions often translate into higher rates of
absenteeism and turnover, as well as lower school and job performance.
CISM
Much of this suffering and loss can be reduced if the affected individuals
receive CISM from experienced counselors in the hours, days, and weeks
following a traumatic incident. CISM uses both crisis intervention and
educational processes targeted toward mitigating or resolving the
psychological distress associated with a critical incident. CISM services
include pre-crisis consultation, briefings, individual consultation, group
debriefings and defusings, organizational consultations, referrals, etc.
The purpose of CISM techniques is to provide students, school employees,
and others affected by an event with the opportunity to express their
thoughts and feelings about what happened and how it was handled.
Depending on their developmental level, children have different coping
skills for dealing with traumatic events and memories of those events.
Adolescents can often use discussion formats, while younger children may
require involvement and use of nonverbal means of communication.
Whether using verbal or nonverbal communications, the intent of CISM is
to help activate and enhance an individual’s problem-solving and crisiscoping skills.
(Adapted from, “Guide for Preventing and Responding to School
Violence," International Association of Chiefs of Police, 1999, used by
permission)
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Introduction to the Incident
Command System (ICS)
Every complex job needs to be organized, and emergency management in
schools is no exception. The Incident Command System (ICS), is
becoming the nationwide standard for emergency management,
preparedness, and response. The model is an expandable system of
management which has proven to be workable for many emergencies, from
small events to large disasters, and is currently in use by many agencies
across the country.
A basic premise to ICS is that in an emergency situation staff will
transition from their day-to-day job to a similar function in addressing that
emergency. For example, in an emergency the principal will become the
“Incident Commander.”
Division of Labor
The major concept behind ICS is that every emergency, no matter how
large or small, requires that certain tasks, or functions, be performed. The
organization can expand or contract according to the size of the
emergency and the staff available. Main divisions of ICS are:
Management, Operations, Logistics, Planning/ Intelligence, and
Administration/Finance.
In simple terms:
• Management: Is in charge
• Operations: Makes it happen (by “doing”)
• Logistics: Makes it possible (by “getting”)
• Planning/Intelligence: Makes it rational (by “thinking”)
• Administration/Finance: Makes it fiscally accountable (by
“recording”)
Span of Control
Another concept of ICS is Span of Control. The structure dictates that no
one person should be in charge of more than 7 other people. The optimum
number is 5, unless a large number of people are all performing the same
function; for example, 1 person might be in charge of 10 teachers, who are
all caring for students.
Common Terminology
One of the most important reasons for schools to use ICS is the common
terminology. Response agencies will communicate more effectively with
schools if similar roles are described with similar wording.
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Incident Command in Schools
In many ways, Incident Command has been in place since the formation of the first modern schools.
In an emergency, the principal assumes control or management responsibility and activates others as
needed. For relatively small incidents, the principal may perform all the roles of the ICS structure. If
an incident grows, he/she may activate other personnel as needed. In turn, once activated, each
individual below may activate others needed to complete necessary functions.
Incident Commander
Principal or Alternate
(In charge of overall management of
an emergency situation)

Safety Official
Public Information
Official
(Media Liaison)

(School Resource
Officer, Law
Enforcement)

Liaison Official
(On-scene contact
for outside agencies
assigned to incident)

Planning

Operations

Logistics

(Collection, evaluation,
dissemination, and use of
information)

(Carries out response
activities, universal
procedures, etc.)

(Responsible for
organizing resources and
personnel)

Administration &
Finance (Tracks
incident accounting,
costs, reimbursements)

Incident Commander: Establishes command, works to protect life and property, directs overall
management of emergency response activities.
Planning: In small emergencies, the Incident Commander (IC) is responsible for planning, but in a
larger emergency, the IC establishes a Planning Section. Planning collects and evaluates information
as related to the development of an incident and status of resources.
Operations: On a school campus, most staff will be assigned roles under Operations. Operations is
responsible for care of students and carrying out response activities according to established
Universal Emergency Procedures and Emergency Management Protocols.
Logistics: Is responsible for communications, as well as securing and providing needed materials,
resources, services, and personnel. This section may take on a major role in extended emergency
situations.
Administration/Finance: Sometimes overlooked, the Administration/Finance is critical for tracking
incident costs and for reimbursement accounting. This is especially important in tracking costs where
a state or federal “disaster area” may be declared.
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“My Role in an Emergency”
The following is an outline of roles and responsibilities for staff during an emergency. The
Emergency Management Team has specifically assigned roles during an emergency and will access
the District Support Team in accordance with your school’s individualized plan.

Personnel Guide
ALL STAFF
All staff should prepare family members that they may be required
to remain at school to assist in an emergency situation.
CRITICAL INCIDENT TEAM
The Critical Incident Team’s role is to support the school when the need
exceeds the resources of the school to handle a situation.
1. Provide guidance regarding questions which may arise.
2. Direct additional support personnel, including District
Support Team members as needed.
3. Monitor the emergency situation and facilitate major
decisions which need to be made.
4. Provide a district contact for release of information to the
media.
PRINCIPAL/FACILITY DIRECTOR
The principal shall serve as Incident Commander and shall be responsible
for the overall direction of the emergency procedures at the school or
support building site. Responsibilities include:
1. Take steps deemed necessary to ensure the safety of
students, staff, and other individuals in the implementation
of Emergency Management Protocols.
2. Determine whether to implement Universal Emergency
Procedures (evacuation; reverse evacuation; shelter in
place; severe weather/safe area; drop, cover and hold;
lockdown).
3. Activate the Emergency Management Team.
4. Arrange for transfer of students, staff, and other individuals
when safety is threatened by a disaster.
5. Work with emergency service personnel (depending on the
incident, community agencies such as police or fire
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department may have jurisdiction for investigations, rescue
procedures, etc.).
6. Maintain a line of communication with the
Superintendent’s Office and/or District Support Team.
TEACHERS
Teachers shall be responsible for the supervision of students and shall
remain with students until directed otherwise. They shall:
1. Take steps deemed necessary to ensure the safety of students,
staff, and other individuals in the implementation of
Emergency Management Protocols.
2. Direct students in their charge according to established
Universal Emergency Procedures.
3. Render first aid if necessary. School backup staff should
be trained and certified in first aid and CPR.
4. Teachers must have their roll book with them.
5. Take roll when the class relocates in assembly area.
6. Report missing students and staff to Student Accounting
and Release.
7. Assist as directed by the principal.
COUNSELORS, SOCIAL WORKERS, PSYCHOLOGISTS
Counselors, social workers, psychologists shall be responsible for assisting
the overall direction of the emergency procedures at the site.
Responsibilities include:
1. Take steps deemed necessary to ensure the safety of
students, staff, and other individuals in the implementation
of Emergency Management Protocols.
2. Direct students in their charge according to established
Universal Emergency Procedures.
3. Render first aid if necessary. (Under direction of nurse or
designated first aid backup.)
4. Assist in the transfer of students, staff, and other
individuals when their safety is threatened by a disaster.
5. Help coordinate the activities of emergency service
personnel.
6. Maintain a line of communication with the Emergency
Management Team leader.
7. Assist as directed by the principal.
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SCHOOL NURSES
1. Provide first aid or emergency treatment as needed.
2. Communicate first aid and emergency treatment needs to
emergency service personnel.
3. Assist as directed by the principal.
CUSTODIANS
1. Survey and report damage to principal.
2. Assist Universal Emergency Procedures and Emergency
Management Protocols as directed.
3. Control main shut-off valves for gas, water, and electricity
and assure that no hazard results from broken or downed
lines.
4. Assist in the conservation, use, and disbursement of
supplies and equipment.
SCHOOL SECRETARY
1. Answer phones and assist in receiving and providing
consistent information to callers.
2. Provide for the safety of essential school records and
documents.
3. Assist as directed by the principal.
FOOD SERVICE/CAFETERIA WORKERS
1. Use, prepare, and serve food and water on a rationed basis
whenever the feeding of students and staff becomes necessary
during an emergency.
2. Assist as directed by the principal.
BUS DRIVERS
1. Supervise the care of students if an emergency occurs while
children are on the bus.
2. Transfer students to new location when directed by the dispatcher
or authorized regulatory agency.
3. Follow procedures as directed by your transportation policy for
emergency situations.
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Unit 2 COMMUNICATION
Communication: When an
Emergency has Occurred
Communications is a critical part of emergency management. School staff
members and students must be told what is happening and what to do.
Parents of students and families of staff members must be informed about
the situation, including the status of their child or family member. Timely
contact with law enforcement and other emergency services is necessary
for effective response. School Board members must be kept informed and
updated by the superintendent or designee. Information must be
transmitted to Central Office and to other affected schools. And finally,
the media must be informed and kept updated through the Office of
Communications.
After an Emergency
The principal will need to notify staff of an event or emergency and keep
them informed as additional information becomes available and as plans
for management of the situation evolve.
The Telephone Tree
A telephone tree is a simple, widely used system for notifying staff of an
emergency event when they are not at school. Set up a telephone tree by
listing the first in Building Chain of Command (Principal or Incident
Commander). Then link him/her to several on the Emergency
Management Team; then link to different staff groupings (teachers,
support staff, etc.). In practice, the first person on the list calls several
people, who in turn call others, etc., until everyone on the list has been
notified of the situation. A carefully crafted statement, specifying what is
and is not yet known, and what steps may need to be taken, should be
drafted before the telephone tree is activated.
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The Morning Faculty Meeting
An early, brief faculty meeting provides the opportunity to give accurate,
updated information about an emergency event/situation itself and to
review with staff procedures for the day, including the availability of
intervention resources.
The End-of-Day-One Faculty Meeting
A brief, end-of-day-one meeting provides the opportunity to review day
one of an emergency, to update information, and plan for day two.
Misinformation or rumors can be addressed before staff members go home
or into the community where they are likely to be asked about the
situation.
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Communication: Dealing with
Rumors
Establishing reliable communication networks is critical for dealing
effectively with a potentially detrimental phenomenon often present in
emergencies: Rumors. People are going to talk about an emergency and,
when accurate information is not available, rumors begin. Without facts
people speculate. Rumors create a negative perception of the school’s
ability to manage an emergency. The most effective strategy for
combating rumors is to provide facts as soon as possible:
1. Identify and notify internal groups including administrators, teachers,
students, custodians, secretaries, teaching assistants, cafeteria workers,
bus drivers, etc. These are primary sources of information and are likely
to be contacted in their neighborhoods, at grocery stores, etc. It is
critical that they have accurate information because what they know (or
are speculating about) will be passed on. A faculty/staff meeting should
be held before staff members go home so that what is (and is not) known
can be clearly communicated.
2. Clerical staff who answer the telephone at the school and at the Central
Office must know which information can be shared and which
information cannot be shared. They must be kept informed of inaccurate
information which is circulating so they can help correct
misinformation. Designating a few persons to answer calls helps control
the circulating of misinformation.
3. Use of key communicators in the community will also combat rumors.
A telephone tree or a briefing held especially for identified community
representatives directly associated with the school will help convey
accurate information.
4. The media can also help control rumors; ask them to provide frequent
updates to the public, particularly providing accurate information where
rumors need to be dispelled.
5. After an immediate emergency has passed, a public meeting may be
helpful. It provides an opportunity for people to ask questions and to
receive accurate information. A follow-up public meeting may also be
helpful in restoring the community’s confidence in the school’s ability to
manage emergencies and to provide a safe environment.

Section 1: Unit 2 - Communication - 3
Approved 10/14/02

Critical Incident Response and School Emergency Management Guide - BCPS

Communication: Technology
Technology can be a very effective tool for communication during an
emergency. Common tools include the following:
1. Telephone - It is recommended that schools should have at least one
unpublished number. Check with the phone company to see if there are
unused lines in the school’s control panel which can be activated if
needed. Use standard jacks and mark them clearly so emergency
personnel can find them.
2. Intercom systems – Ideally, systems should include teacher-initiated
communications with the office and use a handset rather than a wallmounted speaker. Instructions for use of the intercom system should be
posted near the controls in the office area.
3. Bullhorns and megaphones - Battery-powered megaphones can be
effective for communication in an emergency. One should be part of the
school’s emergency toolbox. Procedures governing storage and use will
help ensure availability.
4. Two-way radio - Two-way radios provide a reliable method of
communication between rooms and buildings at a single site. All staff
should be trained to operate the 2-way radio.
5. Computers - Existing computers may be used for communication both
within the school and to other sites. E-mail may be a useful tool for
updating information for staff, Central Office, other schools in an
affected area, and possibly for other agencies.
6. Fax machines – Possible uses include off-campus accidents where lists
of students and staff members involved, their locations, and needed
telephone numbers can be quickly and accurately communicated.
Medical information, release forms, and authorizations can be faxed and
returned in emergencies.
7. Cellular telephones – These phones may be the only tool working when
electric service is out; they are useful to staff who may be en route to or
from a site.
8. Alarm systems – Bells or buzzers which may be sounded in different
ways to signal different types of emergencies - for example, fire, severe
weather, or special alert (with instructions to follow).
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Communication: Strategies with
Parents and Community
An important aspect of managing emergencies is dealing effectively with
parent reactions and community agencies. Communication with parents
and the community is best begun before an emergency occurs. Some
useful strategies include the following:
1. Inform parents about the school’s emergency plan, its objectives,
and the need for it; such information can be included in a school
newsletter or other informational materials prepared for parents.
2. Develop a relationship with parents so that they trust and feel
comfortable calling school personnel in the event of emergency.
3. Develop materials that may be needed including:
a. Drafts of letters to parents informing them of what
happened.
b. Information regarding possible reactions of their child and
ways to talk with them.
c. How the school and school district are handling the
situation.
4. Develop a list of community resources which may be helpful to
parents or helpful to the school in the event of an emergency.
5. Identify parents who are willing to volunteer in case of an
emergency, include them in preparation efforts, and include them
in training.
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Communication: Sharing
Information with Parents
In the event of an emergency parents have very specific information
needs. First, parents want to know that their children are safe; then,
parents want to know the details of the emergency situation, to know how
it is being handled, and to know that the children will be safe in the future.
The first reactions are likely to involve fear. Upon learning of an incident
at the school, parents are likely to descend upon the school in search of
their child or to telephone, frantically seeking information. Establishing a
system for responding quickly to parent needs for information is an
important part of pre-planning. Anger is another common reaction of
parents, particularly in the case of senseless acts of violence. In the event
of an emergency or disaster:
1. Tell parents exactly what is known to have happened.
Do not embellish or speculate.
2. Implement the plan to manage phone calls and meet
with parents who arrive at school.
3. Schedule and attend an open question-and-answer
meeting for parents as soon after the incident as
possible. The meeting will provide an opportunity for
school officials to listen and respond to parent concerns
(which is helpful in combating rumors and other
misinformation) and to work on restoring parental trust
in the school.
4. In the event of an incident which involved damage or
destruction, an open house for parents and other
members of the community to see the school restored to
its “normal” state helps everyone get beyond the
emergency.
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Communication: With Media
Most news people are sensitive in reporting emergencies that occur in school
settings and are interested in doing a reputable job. The following suggestions
will promote clear communications with the media:
•

Identify a single information source.

•

Direct media representatives to one area (on or off campus)
where briefings can take place.

•

Instruct all employees to refer all information and questions to
Media Liaison or Information Official.

•

If the emergency is a death, consult with the deceased
student/staff member’s family before making a statement.

•

Insist that reporters respect the privacy rights of students and
staff.

•

Advise students of the school’s student media policy.

•

The school should decide what to say, issue a statement, and
answer questions within the limits of confidentiality.

•

Remind employees that only designated spokesmen are
authorized to talk with news media.

•

Take initiative with news media and let them know what is or
is not known about the situation.

•

Emphasize school’s/district’s good record.

•

Speak to reporters in plain English - not in “educationese.”

•

If there is involvement with a criminal case, work in
conjunction with law enforcement spokesperson.

•

Don’t try to “kill” a story; don’t say “no comment”; don’t
speculate; don’t try to blame anyone for anything.

•

When communicating, maintain a unified position and
message; keep messages concise, clear, and consistent.

•

Contact District Support Team to regularly update.

•

Delay releasing information until facts are verified and the
school’s position is clear; prepare statements about the
situation in advance to read (avoid ad-libbing).

•

Assign sufficient staff to handle phones and keep a log of calls
and personal contacts.

•

Express appreciation to all persons who helped handle the
emergency.
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Communication: Sample Statements
to the Media
Example 1: Bus accident
Our third grade students were on a field trip when their school bus was involved in an accident on
Interstate-75 (I-75). Emergency medical teams have arrived are transporting students to (NAME)
community hospital. Our assistant principal is at the scene and our superintendent is at the hospital.
We have established a hotline for parents (or, staff members are calling parents of students involved
in the accident). The hotline number is (NUMBER). Our Emergency Management Team is
implementing our emergency protocol for bus accidents, including providing support to students and
staff.
Note: Important points made are: preparedness of the school; coordination of efforts with
community agencies; access to information for parents; responsible immediate action taken by
school representatives (including those in positions of authority); and support provided for students
at the school.
Example 2: Fight/Death of Student (off campus, after hours)
A fight involving two eleventh-grade students occurred a block from campus at 7:00 p.m. last night.
The incident resulted in the fatal shooting of one of our students. Police are investigating and no
more is known at this time, but police are conducting an ongoing investigation.
Our school's Emergency Management Team went into action immediately following the incident and
the following actions have been taken: 1) Our Emergency Team met last night and planned a staff
meeting before the school day; 2) We notified staff of the meeting using our Telephone Tree; 3)
Crisis counseling for students is being provided by Central Office and community resources; 4) A
review of our school weapons policy is underway and school security is on alert for potential related
violence.
Note: Important points are: Even though the incident occurred off campus, after hours, the school
still has a responsibility to act; the incident is coupled with a re-statement of the district weapons
policy; the school demonstrates it is able to handle emergencies by convening an Emergency
Management Team meeting, by drawing on community resources, and by providing (or accessing)
crisis counseling to the students.
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Sample letter to parents
Dear parents,
As you may or may not be aware, our school (or district) has recently experienced (specify
event, whether death, fire, etc.) which has deeply affected us. Let me briefly review the facts (give
brief description of incident and known facts).
We have implemented our school's Emergency Management Plan to respond to the situation
and to help our students and their families. Students and staff will react in different ways to
emergencies of this nature, so it will be important to have support available to assist students in need.
Counselors are available in the school setting to assist students as they express their feelings related
to (the specific event). We have included a reference sheet to help you recognize possible reactions
you may observe in your child. If you feel your child is in need of special assistance or is having a
great deal of difficulty coping with (the loss, disaster, etc.), please do not hesitate to call.
While it is important to deal with grief, loss, anger, and fear reactions, we believe it is
essential to resume as normal a routine as possible regarding school activities. The following
modifications in our school's regular schedule will be in effect during (specify dates), and after that
time all regular schedules and routines will resume. (Specify needed information such as memorial
services, possible changes in classroom locations, alterations in school operating hours, etc.).
Thank you for your support of our school system as we work together to cope with (specify
event). Please observe your child closely over the next several days and weeks to watch for signs of
distress which may indicate a need for additional support and guidance. Please feel free to call if you
have any concerns or questions regarding your child or steps being taken by the school to address this
(loss, tragedy, etc.).
Sincerely,

(Principal Name)
(Phone)
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Section 2
Critical
Incident Response
Planning
"Emergency is a sudden, generally
unanticipated event that has the potential to
profoundly and negatively impact a
significant segment of the school
population."
(Kentucky Community Crisis
Response Board, 2001)
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Unit 1 CRITICAL INCIDENT
RESPONSE PLANNING
Introduction
Purpose
The purpose of this Critical Incident Response Plan (CIRP) is to provide emergency preparedness
and response instructions, information, and guidelines to protect the safety and well-being of students
and staff at the time of an emergency. This plan is to address those emergencies whose scope meets
the parameters of Level II and III emergencies as defined in this plan. Emergencies involving only a
specific site are designated as Level I and should be managed according to that site’s emergency plan.
The school system’s Critical Incident Response Team (CIRT) would not be activated in site-specific
emergencies. However, Level I emergencies may use the central office staff for additional resources,
if appropriate.
A standardized plan has been developed for all school sites to promote coordinated preparedness
measures and integrated emergency response procedures. The plan must be adapted to the capabilities
and special needs of each site. Therefore, where appropriate, differences in the needs and
requirements of the different school levels are addressed throughout the plan. All schools will submit
their site-based emergency plan to the CIRT Recorder annually. When a Level II or III critical
incident occurs, the CIRT Recorder will take to the command center copies of the affected school(s)
emergency plans to facilitate coordination and communication. The CIRT Assignments will be
distributed annually or when any changes occur to all schools and offices.
Police, fire and/or criminal investigative processes may supersede the
Critical Incident Response Plan.
Objectives
1.
2.
3.
4.

Protect the safety and welfare of students and staff.
Provide for a safe and coordinated response to emergency situations.
Protect the system’s facilities and property.
Enable the system to restore normal conditions with minimal confusion in the shortest time
possible.
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5. Provide for interface and coordination between sites, Baltimore County Public Schools
(BCPS) Critical Response Team, the Police/Fire Departments, and the County’s Emergency
Operations Center (EOC).
6. Provide for the orderly conversion of pre-designated BCPS sites to shelters when necessary.
Scope
This plan encompasses all schools and addresses a broad range of potential major emergencies. Such
incidents may include major fire, earthquake, hazardous materials spills, widespread power outage,
escapees from detention centers, and similar events affecting more than one site.
Authority
The Critical Incident Response Plan is promulgated by the Superintendent and is implemented at the
time of a disaster at the direction of the Superintendent or his/her designated alternate. Site
Emergency Plans are implemented by school principals upon the occurrence of an emergency
incident or when directed by the Superintendent. Each principal is authorized and directed to
implement his or her school site emergency plan, or take such other action as may, in his or her
judgment, be necessary to save lives and mitigate the effects of disasters. Any site-based
administrator has the authority to directly notify the Superintendent or designee when Level II or III
emergencies occur. Police Department and/or Fire Departments’ emergency procedures will
supersede any site-based plan.
Notification
In the event of a Level II or III Critical Incident, the site-based administrator is to notify the CIRP
Leader (Superintendent) by calling the Office of Security at 410-887-0120. If no answer, call 410887-6488. State "This is (your name) and I have a level II or III at (location). I can be reached at
phone number _____." The Office of Security will be responsible for notifying Superintendent and
both Deputy Superintendents. The site-based administrator will be the key contact person for the
CIRT manager. If the site-based administrator is unable to notify the Superintendent or the Office of
Security, the police/fire department first responders will use their radios to notify the Safe Schools
Liaison who will in turn notify the Superintendent and Office of Security.
Procedures
The BCPS has established certain procedures governing emergency preparedness and response within
the school system which relate directly to this plan. These include:
•
•

•
•

The safety of the students is of paramount importance. All actions taken shall bear in mind the
safety and well-being of both students and employees.
In the event of a major disaster during school hours, school will not be dismissed without the
express approval of the Superintendent or his/her designee. Until released to parents or their
pre-authorized representative, students will remain under the supervision of school
authorities.
If parents or guardians come to the school and properly identify themselves, their students
will be released.
Since the BCPSS is expected to assist in post-disaster care of students, arrangements for the
care of one’s own family should be prearranged in order to permit discharge of this
emergency responsibility.
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•

•
•
•

•

Each school and office will have a site-based emergency plan with a designated Site
Coordinator (the principal or site manager) who shall supervise the planning and
implementation of the Plan. An alternate Site Coordinator shall be named to serve in the
event of the absence of the Site Coordinator.
The Baltimore County Police Department will designate an appropriate liaison to the school
system who will be based at the designated Command Center.
Designated command center is Greenwood, Administration Building, or as designated by the
CIRT Manager.
Students may be included in the planning and implementation of the CIRP. Sports teams,
clubs, ROTC, and other student organizations should be encouraged to become a source of
leadership as defined by the site-based emergency plan among students in first aid, disaster
preparedness, and response training.
The cooperation of the PTA and other parent groups should be sought in organizing disaster
response activities and assignments.

Critical Incidents and Assumptions
Critical Incidents that have some degree of probability of occurring include:
1.
2.
3.
4.
5.
6.
7.
8.

Medical Emergencies
Fire
Explosion/Bomb Threat
Hazardous Materials/Chemical Spill
Civil Disturbance
Assaults
Utility Failure
Hostage Situation

Assumptions inherent in the school system’s response to any disaster include:
1. All emergencies are reported to the Superintendent’s Office and to appropriate Executive
Director.
2. School sites may implement their respective Emergency Plans independent of the BCPS
CIRP.
3. Depending on the severity and scope of the incident, and its impact on individual sites, the
Site’s emergency plans will be partially or fully activated, as deemed necessary by the Site
Emergency Coordinator.
4. When a Level II or III emergency is declared, the BCPS’s policies and procedures outlined in
this plan become effective.
Levels of Emergencies
The scope and magnitude of the emergency and the availability of personnel and other resources will
dictate the school system’s response to emergencies. Based on the emergency, the Police, HAZMAT,
or Fire Departments’ procedures will supercede the procedures of a local site. There are three
identified levels of emergencies defined. Only Levels II and III may enact the Critical Incident
Response Plan. The three levels are defined below.
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Level I
A Level I emergency is a site-based event affecting only that site which requires no outside
assistance at that site to manage the emergency. However, the site-based coordinator may use
some central office personnel or resources (for example, the school system’s Traumatic Loss
Team).
Level II
A Level II emergency is a local event having an impact on more than one site or having a
large scale community impact, such as a major fire, civil disturbance, hostage situation or
widespread power outage. A level II emergency may also be an event that only affects one
site, but the magnitude of the emergency requires the support of the CIRT. Depending upon
the magnitude of the event, the increased resources and expertise needed to manage the event,
and its impact on individual sites, site emergency plans may be implemented by the Site
Coordinator as the BCPS CIRT’s key staff and section leaders are being assembled.
Level III
A Level III emergency is a community or region-wide event affecting multiple sites such as
an earthquake, chemical/biological related incidents, or any incident having a collateral
impact on Baltimore County (e.g., mass exit from Baltimore City). Site emergency plans
would be implemented and the BCPS Critical Incident Response Plan would be fully
activated to coordinate system-wide response efforts.
Note: At the time that a Level II or III emergency is being declared in the school system,
the County’s EOC may be activated to coordinate the response.
Integration with Other Plans
This plan supports and is integrated with all BCPS site plans and is also coordinated with the
Baltimore County government EOC.
The CIRT Team will activate the BCPS Emergency Recovery Team once all emergency issues
have been resolved affecting students and staff. The two teams will work to assist with systemwide recovery. (See Emergency Recovery on next two pages.)
Emergency Recovery
Emergency Recovery is the process of implementing the organization's policies, procedures, and
actions to resume the organization's normal operation after an emergency has ended or as soon as
possible and practical during the emergency. Part of being prepared for an emergency is being able
to quickly rebound from an unwelcome event to resume normal operations. Advance planning will
make recovery less difficult and more efficient. This effort will translate into fewer losses and
shorter down time.
Criteria
This plan goes into effect based upon the following criteria:
• CIRT team has completed the short-term emergency intervention
• The initial estimate of gross loss exceeds $250,000
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•
•
•

Loss results in school closure of more than three (3) days
Requires construction work to accommodate relocation of students
Upon special request by the insurance adjuster, by the Superintendent, or by the Pool

Components
•
•
•
•

The CIRT Manager initiates the recovery efforts and calls the Recovery Team together.
The CIRT Manager designates the Recovery Coordinator.
The Recovery Coordinator reports to CIRT Manager on progress of recovery efforts.
The CIRT Manager reconvenes the CIRT team for re-occupancy and return to normal operationbased schedule developed by Recovery Coordinator.

Members of the Recovery Team
Recovery Coordinator
(Recovery coordinator would usually be at the Executive Director level)
Auxiliary Services
Risk Manager
Distribution Services representative
Insurer
Adjuster
Pool representative
Fiscal Services
Purchasing representative
Accounting representative
Facilities
Construction representative
Security representative
Legal Counsel (as needed)
Information Technology representative
Building Administrator
Team Recorder
Scope of Work
Review of coverage issues and questions
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Adjuster to review loss and restoration of operations
Evaluation of whether to repair, replace, and if replacement is chosen, whether to replace on the same
or another site
Evaluation/estimate of time needed for repair/replacement
Review of salvage issues
Review of bidding/procurement procedures
Subrogation potential and preservation of evidence
Workers compensation issues
Inventory of property at facility
Identification of additional personnel/services needed
Recovery Team will be working concurrently with CIRT team to meet ongoing emergency recovery
needs.
Restoration of Normal Operations & Re-occupancy
The Recovery Coordinator works with CIRT Manager to designate time frame for restoration of
normal operations and re-occupancy. The CIRT Manager convenes CIRT Team to manage transition
of students and staff to original or permanent new location.
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PLANNING THE
CRITICAL RESPONSE
TEAM
Implementation of the Critical
Incident Response Team
Critical Incident Occurs

Notification of CIRP Leader
and Office of Security
By site-based administrator

Site Based Administrator
activates Site
Emergency Plan

Activation of Critical Incident Response Plan
and Critical Incident Response Team by CIRP Leader

Deputy, Business Services,
reports to or designates
representative to EOC when
notified that EOC is activated

CIRT Manager activates
Team and designates
command post

Assembly
Briefing
Think Tank
Short term (debrief)

Duration of Event

Site-Based
ADM.

Extended (Assign replacements)

Within 48 hours of
incident

Convene Disaster Recovery
Team (works concurrently
with CIRT)
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Critical Incident Response Team Roles and
Responsibilities
The Superintendent, as CIRP Leader (IC), is in charge. As appropriate, the CIRP Leader activates
the Critical Incident Response Plan & Team. The CIRT Manager activates others needed to fulfill
emergency response tasks.

Title

Role, Responsibility

CIRP Leader
EOC Liaison
CIRT Manager
Public Information Officer
Liaison Office
Safe Schools Liaison
Legal Officer
Operations Section Chief
Technology Section Chief:
Logistics Section Chief
Support Services Section
Chief
Human Resources Section
Chief
Fiscal Services Section Chief
Team Recorder

Oversees BCPS’s response to emergency. Activates CIRT. Coordinates with EOC and
CIRT.
Reports to EOC. Represents BCPS at EOC. Provides CIRP Leader and CIRT Manager
with current information.
Reports to CIRP Leader. Coordinates response of CIRT. Manages CIRT command
center. Makes decisions for BCPS’s response to critical incident.
Reports to CIRT Manager. Coordinates release of information with other county PIOs.
Prepares press releases. Coordinates information with all stakeholders.
Reports to CIRT Manager. Functions as contact person with other agencies. Relays
information to all stakeholders.
Reports to Police Department. Represents Police Department on CIRT.
Reports to CIRT Manager. Provides professional legal counsel. Advises PIO on legal
impact of statements. Works with legal counsel from other agencies.
Reports to CIRT Manager. Organizes and directs operations regarding the physical
environment.
Reports to CIRT Manager. Works with EOC and affected sites to make sure lines of
communication are open.
Reports to CIRT Manager. Organizes and directs those operations associated with
maintenance of physical environment.
Reports to CIRT Manager. Organizes and directs those operations associated with
health and well being of students which include accountability and care of students
during event.
Reports to CIRT Manager. Organizes and directs those operations associated with
health and well being of staff which include accountability and care of staff during
event.
Reports to CIRT Manager. Tracks expenses and facilitates purchases to meet needs of
BCPS staff and students during the event.
Reports to CIRT Manager. Documents all meeting results, directives, and decisions.
Keep accurate files.
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Critical Incident Response Team Assignments
The Critical Incident Response Team needs to be identified and those names and numbers
disseminated to all schools, offices, and the Office of Security annually or when any changes occur.

Title

Name
Location & Numbers

Alternate Name
Location & Numbers

CIRP Leader:
EOC Liaison:
CIRT Manager:
Public Information Officer:
Liaison Office:
Safe Schools Liaison:
Legal Officer:
Operations Section Chief:
Technology Section Chief:
Logistics Section Chief:
Support Services Section Chief:
Human Resources Section Chief:
Fiscal Services Section Chief:
Team Recorder:
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JOB ACTION SHEET
CIRP Leader (Administration-Superintendent/ 2 alternates))
Responsibilities
•
•
•
•
•
•

Oversees school system response to emergency incidents.
Participates in media briefings as necessary.
Coordinates with Baltimore County’s Emergency Operations Center.
Designates Deputy Superintendent, Business Services, to designate BCPS representative to
Baltimore County’s Emergency Operations Center.
Informs BOE President.
Remains at Administrative Offices at Greenwood.

Immediate Actions (Should be initiated within the first hour of the emergency)
___ Initiates the BCPS Critical Incident Command System by assuming the role of CIRP Leader.
___ Notifies the Deputy Superintendent, Business Services of the need to send a representative to
the EOC.
___ Notifies CIRT Manager of the incident.
___ Establishes online communication with the EOC and the 911-center dispatcher.
___ Appoints all CIRT staff positions. Depending on the situation at hand, the IC may elect not to
fill some of the positions.
___ Attends the status/action plan meeting.
___ Monitors status reports from CIRT manager.
___ Determines the need for participation of outside resource representatives.
___ Communicates status to the EOC, County Executives, and other appropriate agencies, as
necessary.
___ Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___
___

Authorizes resources as needed or requested.
Attends briefings as scheduled by CIRT Manager.
Approves media releases submitted by the Public Information Officer.
Communicates status to the EOC, County Executive, and other appropriate agencies, as
necessary.
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Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Reviews plans for recovery and salvage efforts that may be required, special security
requirements that may be indicated (i.e. locking down section of the physical facility for safe
purposes and/or to facilitate recovery and salvage efforts), and updates of the action plan
regarding its continuance or termination. Said meeting should occur at least once every eight
hours.
___ Declares the end of the emergency and closes down the CIRT.
___ Instructs the Section Chiefs and CIRT staff to submit a written summary of their activities
during the emergency, within 72 hours.
___ Ensures a detailed review and evaluation of the BCPS’s response to the emergency within two
weeks.
___ Appoints a team to relieve the initial CIRT and provide meeting to debrief the situation, if
needed.
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JOB ACTION SHEET
CIRT MANAGER (Administration-Deputy Superintendent, Curriculum and Instruction)
Reports to: CIRP Leader
Responsibilities
•
•
•
•
•
•
•
•
•

Coordinates response for all functions assigned to the CIRT.
Represents the CIRP Leader in the absence of the CIRP Leader or designee.
Reports to CIRP Leader.
Manages the command and control of the CIRT command center.
Assures the ability of the CIRT to function by overseeing the placement and maintenance of
equipment and supplies in a preparatory state of readiness.
Establishes the command post from which the CIRT leaders are to meet.
Authorizes expenditures of funds to meet crisis.
Coordinates with EOC and Police Liaison.
Deploys additional resources to the emergency site, if needed (e.g. clerical, support services).

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___

___

___
___
___
___

Reports to the CIRP Leader and obtains briefing on the situation.
Determines Command Center.
Puts on position identification badge.
Ensures that the CIRT is set up properly and that appropriate personnel have been notified and
equipment and supplies are in place.
Oversees CIRT communication capabilities and restrictions and establishes operating
procedures for use of telephone and radio systems.
Calls the EOC to establish that the CIRT is operational.
Attempts to determine estimated times of arrival of requested staff who are not yet on site.
Distributes the section packets, which contain:
___ Job Action Sheets for each position
___ Identification badges for each position
___ Forms pertinent to Section and positions
___ Event Logs for each position
Announces a status/action plan meeting of all Section Chiefs and CIRT staff positions. The
meeting is to occur after the Section Chiefs have made initial contact with their direct reports,
as distributed in the plan, and have made a brief assessment of the situation as it pertains to their
area of responsibility. The meeting should be held within 15 to 30 minutes of declaring that an
emergency exits.
Determines likely future CIRT needs.
Requests additional personnel for the section as necessary for maintaining a two-shift CIRT
operation.
Updates CIRP Leader on status.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.
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Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___
___
___
___
___
___

Ensures that section CIRT logs and files are maintained.
Develops a backup plan for all plans and procedures requiring off-site communications.
Conducts hourly briefings with Section Chiefs and CIRT staff.
Ensures that notification of any CIRT emergency expenditures be coordinated through the
Finance/Administration.
Updates CIRP Leader on status.
Briefs CIRT Section Chiefs periodically on any updated information that may have been
received.
Briefs relief person at shift change time.
Ensures that all paperwork is complete and logs are closed.

Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___
___
___
___

Deactivates the CIRT and closes out logs when authorized by CIRP Leader.
Accounts for all equipment issues.
Ensures that any required forms or reports are completed prior to release and departure.
Conducts a detailed review and evaluation of the BCPS’s response to the emergency within two
weeks and is prepared to provide input to the After-Action Report.
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JOB ACTION SHEET
Emergency Operations Liaison (Deputy, Business Services)
Reports to: CIRP Leader
Responsibilities
• Designates appropriate BCPS representative to report to the EOC.
• Provides CIRP Leader and CIRT Manager with current information.
• Provides EOC with information and contacts for BCPS.
Immediate Actions (Should be within first hour of emergency)
___ Obtains a briefing on situation and determines BCPS representative to report to EOC.
___ Establishes communication with EOC representative.
___ Reports to designated CIRT location.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___ Keeps CIRP Leader and CIRT Manager updated on situation based on EOC communication.
___ Keeps the EOC apprised of the school system’s response.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Advises CIRP Leader of when the emergency is declared over.
___ Works with CIRP Leader and EOC representative on returning the affected sites to normal
operations.
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JOB ACTION SHEET
Public Information Officer (Administration-Director of Communications)
Reports to: CIRT Manager
Responsibilities
•
•
•
•

Coordinates information release with other County agency PIOs.
Provides press releases.
Coordinates communications with school system employees.
Coordinates communications with parents.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___

Reports upon arrival to CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Identifies restrictions in contents of news release information from Emergency CIRP Leader.
Attends all status/action plan meetings called by the CIRT Manager.
Establishes and maintain ongoing communications with the Liaison Officer.
Uses the Public Information office as the official information center. In the event of an internal
disaster, the official information center will be located as close as possible to the CIRT.
Establishes a press briefing room off-site.
Establishes and implements access control pertaining to the news media.
Establishes and maintains ongoing communications with the Public Information Officers from
other agencies that are involved in the situation.
Drafts an initial news release in collaboration with other county agencies for the CIRP Leader’s
review and approval that describes the school system’s initial response to the situation.
Provides statements to be shared with the public to all emergency support staff in Public
Information and secretaries throughout Central Office.
Provides copies of all releases to the CIRP Leader and ensures file copies are maintained with
the Critical Incident Recorder of all information released.
Monitors news broadcasts about incident and corrects any misinformation heard.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___ Attends all briefings called by the EOC Manager.
___ Ensures that all news releases are reviewed and approved by the CIRP Leader.
___ Provides on-site media with incident information reports on a routine basis when approved by
the CIRP Leader (i.e. hourly or whenever there are significant changes in the situation in terms
of the disaster and the school system’s response).
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___ Ensures that rumor control function is established as necessary, and has the means for
identifying false or erroneous information. Develops a procedure to be used to squelch such
information.
___ Keeps the CIRP Leader advised of all unusual requests for information and of all major critical
or unfavorable media comments. Provides an estimate of the impact and severity and makes
recommendations as appropriate.
___ Prepares periodic briefings for the EOC, County Executives, and other appropriate agencies, as
necessary.
___ Provides a representative in the Joint Information Center with a briefing on the status of the
situation.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Obtains regular updates from Section Chiefs.
___ Meets with the CIRP Leader to discuss any special reports to the news media, especially at the
point when the emergency is declared over.
___ Conducts shift change briefings with emergency communications staff.
___ Provides a written summary of related activities performed within 72 hours of the emergency
being declared over.
___ Provides assistance as required in ensuring that staff and volunteers who provided assistance
during the emergency receive appropriate and timely recognition for their efforts.
___ Prepares final news releases and advises media representatives of points-of-contact for followup stories.

Section 2: Unit 1- Critical Incident Response Planning - 17
Approved 10/14/02

Critical Response and School Emergency Safety Management Guide - BCPS

JOB ACTION SHEET
Liaison Officer (Administration-Chief of Staff/alternates)
Reports to: CIRT Manager
Responsibilities
•
•
•
•
•
•

Functions as incident contact person for representatives from other agencies, police, fire, and
Department of Corrections.
Relays information to BCPS CIRT staff.
Relays information to the county PTA President.
Relays information to the county Advisory Board chairperson.
Relays information to BOE president.
Relays information to site leader(s) (principal(s)) of affected school(s).

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___

Checks-in upon arrival with CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Reviews county and state emergency organizational charts to determine appropriate contacts
and message routing.
Attends the status/action plan meeting called by the CIRT Manager.
Establishes and maintains communications with the Public Information Officer.
Obtains information to provide other agencies (e.g., Baltimore County Government Emergency
Operations Center), as appropriate.
Establishes contact with Liaison Officers of each assisting and cooperating agency (e.g.,
Baltimore County Government Emergency Operations Center). Keeps Liaison Officers updated
on the development and changes to the BCPS response to the emergency.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___ Requests assistance and information through other agencies (e.g., Baltimore County
Government, Police, Fire and Rescue, etc.) as needed.
___ Meets with the Section Chiefs as deemed necessary to update information being provided to
other agencies involved in the emergency response (e.g., Baltimore County Government
Emergency Operations Center).
___ Keeps the CIRP Leader advised of any changes in the response to the emergency by other
agencies (e.g., closing of Baltimore County Government’s Emergency Operations Center)
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Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Advises other agencies when the CIRP Leader declares the BCPS’s response to the emergency
is over. In some cases the emergency may be declared over; however, recovery and/or salvage
efforts may continue for a period of time. This information is also to be passed on to other
agencies involved.
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JOB ACTION SHEET
Safe Schools Liaison (Safe Schools Facilitator)
Reports to: Police Department
Responsibilities
•
•

Functions as the police liaison with BCPS.
Is member of Critical Incident Response Team.

Immediate Actions (Should be initiated within the first hour of the emergency)
___ Reports to Police Department.
___ Checks in with CIRT Manager.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four hours)
___ Provides continuing support to the CIRT.
___ Provides BCPS and Police Department with technical assistance in managing the crisis.
___ Briefs CIRT manager.
___ Assists CIRT manager with safety decisions for students and staff.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Assists with briefing the replacement team.
___ Debriefs CIRT after crisis.
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JOB ACTION SHEET
Legal (Administration-Board of Education Attorney)
Reports to: CIRT Manager
Responsibilities
•
•
•
•
•

Provides professional advice to the legal ramifications of any action that may have an adverse
impact on the school system.
Gives advice on the paperwork and tracking forms necessary to provide legal confirmation that
the actions taken were believed to be in the best interest of the school system and provides an
adequate solution to the crisis.
Advises the Public Information Officer about the legal impact of statements and press releases
issued to the public.
Documents actions taken.
Collaborates and works cooperatively with the County Law Office.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___

Checks-in upon arrival with CIRT Manager.
Reports to the CIRP Leader.
Puts on position identification badge.
Obtains a briefing on the situation.
Attends the status/action plan meeting called by the CIRT Manager.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___ Attends all briefings called by the CIRT Manager.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Attends all briefings called by the CIRT Manager.
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JOB ACTION SHEET
Operations Section Chief (Administration-Executive Director, Physical Facilities)
Reports to: CIRT Manager
Your direct reports are:
_________________________ (Operations Branch Leader)
_________________________ (Site Security Branch Leader)
Responsibilities
•
•
•
•
•
•

Organizes and directs those operations associated with maintenance of the physical environment.
Advises CIRT Manager.
Oversees all areas identified in Operations chain of command.
Communicates and coordinates information with Section Chiefs from Logistics, Student Support
Services, and Finance and Human Resources.
Assumes duties of subordinate functions if not available.
Reports to EOC if needed based on the incident.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___
___
___

Checks-in upon arrival with CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Appoints Branch Leaders as noted above (depending on the situation, the Operations Section
Chief may elect not to fill some of the positions).
Briefs Branch Leaders (direct reports) on current situation and instructs them to conduct an
initial assessment of their area of responsibility.
Gives identification badges for each position.
Attends the status/action meeting called by the CIRT Manager. Initial assessments made by the
Branch Leaders will be reported at this time.
Meets with Branch Leaders to outline the section’s action plan and designates time for next
meeting.
Provides CIRT Manager with the initial facility damage survey report, if applicable.
Ensures that directives from the CIRT Manager are carried out in a timely and appropriate
fashion.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___ Makes requests to the CIRT Manager for resources needed by the Branch Leaders.
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___ Obtains status reports from the other Section Chiefs.
___ Receives status reports from Branch Leaders on an hourly basis.
___ Attends briefings with the CIRT Manager and provides status reports and recommendations for
updating action plans regarding the continuance and termination of the plans or parts thereof.
___ Assures that Branch Leaders document actions and decisions on a continual basis.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Obtains status reports on action plans from the Branch Leaders a minimum of every two hours.
___ Meets with the CIRT Manager to discuss recovery and salvage efforts that may be required.
___ Meets with the CIRT Manager as deemed necessary to update the section’s action plan
regarding the continuance or termination of the plan. Said meeting should occur at least once
every eight hours.
___ Observes Branch Leaders for signs of stress and fatigue. Provides relief and rest periods as
required.
___ Ensures that actions are taken to return the section to normal operations once the CIRP Leader
has declared the emergency over.
___ Assures that Branch Leaders provide the Executive Director of Fiscal Services with a report on
additional expenses incurred as a result of the emergency, once the emergency has been
declared over. Additional expenses would include manpower costs (i.e., overtime) and costs
associated with the rental of equipment or the purchase of additional supplies and/or materials.
___ Provides a written summary of related activities performed by the section within 72 hours of the
emergency being declared over.
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JOB ACTION SHEET
Logistics Section Chief (Administration-Executive Director, Auxiliary Services)
Reports to:

CIRT Manager

Your direct reports are:
_________________________
_________________________
_________________________
_________________________

(Distribution Branch Leader)
(Food Service Branch Leader)
(Transportation Branch Leader)
(Risk Management Branch Leader)

Responsibilities
•
•
•
•
•

Organizes and directs those operations associated with maintenance of the physical environment
and CIRT command post.
Advises CIRT Manager.
Oversees all areas identified in Logistics chain of command.
Communicates and coordinate information with Section Chief from Operations, Student Support
Services, Fiscal Services, and Human Resources.
Assumes duties of subordinate functions if not available.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___
___
___
___

Checks-in upon arrival with CIRT Manager.
Reports to the CIRP Leader.
Puts on position identification badge.
Obtains a briefing on the situation.
Appoints Branch Leaders as noted above.
Gives identification badges for each position.
Briefs Branch Leaders (direct reports) on current situation and instructs them to conduct an
initial assessment of their area of responsibility.
Attends the status/action meeting called by the CIRT Manager. Initial assessments made by the
Branch Leaders will be reported at this time.
Meets with Branch Leaders to outline the section’s action plan and designates time for next
meeting.
Provides CIRT Manager with the initial facility damage survey report, if applicable.
Ensures that directives from the CIRT Manager are carried out in a timely and appropriate
fashion.
Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.
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Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___
___

Makes requests to the CIRT Manager for resources needed by the Branch Leaders.
Obtains status reports from the other Section Chiefs.
Receives status reports from Branch Leaders on an hourly basis.
Attends briefings with the CIRT Manager and provides status reports and recommendations for
updating action plans regarding the continuance and termination of the plans or parts thereof.
___ Assures that Branch Leaders document actions and decisions on a continual basis.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Obtains status reports on action plans from the Branch Leaders a minimum of every two hours.
___ Meets with the CIRT Manager to discuss recovery and salvage efforts that may be required.
___ Meets with the CIRT Manager as deemed necessary to update the section’s action plan
regarding the continuance or termination of the plan. Said meeting should occur at least once
every eight hours.
___ Observes Branch Leaders for signs of stress and fatigue. Provides relief and rest periods as
required.
___ Ensures that actions are taken to return the section to normal operations once the CIRP Leader
has declared the emergency over.
___ Assures that Branch Leaders provide Executive Directive of Fiscal Services with a report on
additional expenses incurred as a result of the emergency, once the emergency has been
declared over. Additional expenses would include manpower costs (i.e., overtime) and costs
associated with the rental of equipment or the purchase of additional supplies and/or materials.
___ Provides a written summary of related activities performed by the section within 72 hours of the
emergency being declared over.
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JOB ACTION SHEET
Support Services Section Chief (Administration-Executive Director, Student Support Services)
Reports to: CIRT Manager
Your direct reports are:
_________________________
_________________________
_________________________
_________________________
_________________________

(School Counseling Branch Leader)
(Health Services Branch Leader)
(Psychological Services Branch Leader)
(Pupil Services Branch Leader)
(Safe and Drug Free Schools Branch Leader)

Responsibilities
•
•
•
•
•
•
•
•
•

Organizes and directs those operations associated with the health and well-being of students.
Ensures that students at affected sites are accounted for.
Develops short- and long-term action plans for the care of students.
Ensures critical incident stress management services are available for students.
Advises CIRT Manager.
Oversees all areas identified in Student Services chain of command.
Communicates and coordinates information with Section Chiefs from Operations, Logistics,
Fiscal Services, and Human Resources.
Assembles staff to provide assistance for care of evacuated or displaced students and staff.
Assumes duties of subordinate functions if not available.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___

Reports to CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Appoints Branch Leaders as noted above (depending on the situation, the Support Services
Section Chief may elect not to fill some of the positions). Distributes the Support Services
Section packet which contains:
Gives identification badges for each position.
Briefs Branch Leaders (direct reports) on current situation and instructs them to conduct an
initial assessment of their area of responsibility.
Attends the status/action meeting called by the CIRT Manager. Initial assessments made by the
Branch Leaders will be reported at this time.
Meets with Branch Leaders to outline the section’s action plan and designates time for next
meeting.
Provides CIRT Manager with information regarding any health concerns of students and staff at
effected sites
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___ Collaborates with Health, Police, and Fire Departments in the timely response to address
immediate health concerns.
___ Ensures that directives from the CIRT Manager are carried out in a timely and appropriate
fashion.
___ Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___
___

Makes requests to the CIRT Manager for resources needed by the Branch Leaders.
Obtains status reports from the other Section Chiefs.
Receives status reports from Branch Leaders on an hourly basis.
Attends briefings with the CIRT Manager and provides status reports and recommendations for
updating action plans regarding the continuance and termination of the plans or parts thereof.
___ Assures that Branch Leaders document actions and decisions on a continual basis.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Obtains status reports on action plans from the Branch Leaders a minimum of every two hours.
___ Meets with the CIRT Manager to discuss recovery and salvage efforts that may be required.
___ Meets with the CIRT Manager as deemed necessary to update the section’s action plan
regarding the continuance or termination of the plan. Said meeting should occur at least once
every eight hours.
___ Observes Branch Leaders for signs of stress and fatigue. Provides relief and rest periods as
required.
___ Ensures that actions are taken to return the section to normal operations once the CIRP Leader
has declared the emergency over.
___ Assures that Branch Leaders provide Executive Director of Fiscal Services with a report on
additional expenses incurred as a result of the emergency, once the emergency has been
declared over. Additional expenses would include manpower costs (i.e., overtime) and costs
associated with the rental of equipment or the purchase of additional supplies and/or materials.
___ Provides a written summary of related activities performed by the section within 72 hours of the
emergency being declared over.
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JOB ACTION SHEET
Human Resources Section Chief (Administration-Executive Director, Human Resources)
Reports to: CIRT Manager
Your direct reports are:
_________________________
_________________________
_________________________
_________________________
_________________________

(Director)
(Health Services Branch Leader)
(Benefits Manager)
(EECO Officer)
(Position Administrator)

Responsibilities
•
•
•
•
•
•
•
•
•
•

Organizes and directs those operations associated with the health and well being of staff.
Ensures that staff at affected sites are accounted for.
Develops short- and long-term action plans for the care of staff.
Ensures critical incident stress management services are available for staff.
Advises CIRT Manager.
Oversees all areas identified in Human Resources Services chain of command.
Communicates and coordinates information with Section Chiefs from Operations, Logistics, and
Student Support Services and Fiscal Services.
Establishes contact information on all employees.
Establishes means of communicating information to staff’s families.
Assumes duties of subordinate functions if not available.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___
___
___
___

Reports to the CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Appoints Branch Leaders as noted above (depending on the situation, the Support Services
Section Chief may elect not to fill some of the positions).
Gives identification badges for each position.
Briefs Branch Leaders (direct reports) on current situation and instructs them to conduct an
initial assessment of their area of responsibility.
Attends the status/action meeting called by the CIRT Manager. Initial assessments made by the
Branch Leaders will be reported at this time.
Meets with Branch Leaders to outline the section’s action plan and designates time for next
meeting.
Provides CIRT Manager with information regarding any health concerns of staff at affected
sites
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___ Collaborates with Health, Police, and Fire Departments in the timely response to immediate
health concerns.
___ Ensures that directives from the CIRT Manager are carried out in a timely and appropriate
fashion.
___ Adopts a proactive attitude. Thinks ahead and anticipates situations and problems before they
occur.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___
___

Makes requests to the CIRT Manager for resources needed by the Branch Leaders.
Obtains status reports from the other Section Chiefs.
Receives status reports from Branch Leaders on an hourly basis.
Attends briefings with the CIRT Manager and provides status reports and recommendations for
updating action plans regarding the continuance and termination of the plans or parts thereof.
___ Assures that Branch Leaders document actions and decisions on a continual basis.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___ Obtains status reports on action plans from the Branch Leaders a minimum of every two hours.
___ Meets with the CIRT Manager to discuss recovery and salvage efforts that may be required.
___ Meets with the CIRT Manager as deemed necessary to update the section’s action plan
regarding the continuance or termination of the plan. Said meeting should occur at least once
every eight hours.
___ Observes Branch Leaders for signs of stress and fatigue. Provides relief and rest periods as
required.
___ Ensures that actions are taken to return the section to normal operations once the CIRP Leader
has declared the emergency over.
___ Assures that Branch Leaders provide Executive Director of Fiscal Services with a report on
additional expenses incurred as a result of the emergency, once the emergency has been
declared over. Additional expenses would include manpower costs (i.e., overtime) and costs
associated with the rental of equipment or the purchase of additional supplies and/or materials.
___ Provides a written summary of related activities performed by the section within 72 hours of the
emergency being declared over.
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JOB ACTION SHEET
Technology Section Chief (Administration-Executive Director, Technology)
Report to:

CIRT Manager

Responsibilities
•
•
•
•

Organizes and directs those operations associated with technology.
Works with EOC designee to ensure open lines of communication among all affected sites,
incident command post, and EOC.
Oversees all areas identified in Technology chain of command.
Communicates and coordinates information with Section Chiefs from Operations,
Student Support Services, Fiscal Services, and Human Resources.

Immediate Actions (Should be initiated within the first hour of the emergency)
___
___
___
___
___
___

Checks-in upon arrival with the CIRT Manager.
Puts on position identification badge.
Obtains a briefing on the situation.
Briefs direct reports on current situation and instructs them to conduct an initial
assessment of their area of responsibility.
Attends the status/action meeting called by the CIRT Manager.
Provides CIRT Manager with the initial impact report on areas of responsibility.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
___
___
___

Makes requests to CIRT Manager for any needed resources.
Attends briefings with the CIRT Manager and provides status reports and
recommendations for updating action plans regarding the continuance and termination of the
plans or parts thereof.
Ensures that direct reports document actions and decisions on a continual basis.

Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
___
___
___
___
___

Obtains status reports on action plans from direct reports.
Meets with the CIRT Manager to discuss recovery efforts that may be required.
Meets with the CIRT Manager as appropriate to update the section’s action plan
regarding continuance or termination of the plan.
Ensures that actions are taken to return the section to normal operations once the
CIRP Leader has declared the emergency over.
Assures that direct reports provide the Executive Director of Fiscal Services with
a report of expenses incurred as a result of the emergency, once the emergency is
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___

declared over. Additional expenses would include manpower costs (overtime)
and costs associated with the rental of equipment or the purchase of additional
supplies and/or materials.
Provides a written summary of related activities performed by the section within 72 hours of
the emergency being declared over.
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JOB ACTION SHEET
Fiscal Services Section Chief (Administration-Executive Director, Fiscal Services)
Report to: CIRT Manager
Responsibilities
•
•

Tracks ongoing expenses used to manage crisis.
Facilitates the purchase of equipment and supplies needed to meet the crisis.

Immediate Actions (Should be initiated within the first hour of the emergency)
____
____

Establishes line of communication with CIRT Manager
Establishes means of “fast tracking” any purchase requests.

Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
____

Receives briefing from CIRT Manager or designee regarding the status of the crisis.

Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
____

Prepares fiscal summary of expenditures during the critical incident.
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JOB ACTION SHEETS
Critical Incident Team Recorder
Reports to: CIRT Manager
Responsibilities:
•
•
•
•
•
•
•

Documents all meeting results, directives, and decisions.
Keeps accurate files on all meetings.
Maintains files on all press releases.
Works with CIRT Manger to ascertain any additional support/clerical personnel needed.
Documents who is assigned to command post and any replacement team members.
Maintains all copies of site-based emergency plans.
Completes the CIRT Assignment sheet annually or when any changes occur and sends copies
to all schools, offices, and the Office of Security.

Immediate Actions (Should be initiated within the first hour of the emergency)
____ Checks-in upon arrival with CIRT Manager.
____ Retrieves and takes to command center the affected school(s) emergency plans.
____ Puts on Position Identification Badge.
____ Attends first briefing session on the emergency situation.
____ Records all discussion and decisions.
____ Clarifies with the CIRT Manager any unclear directives.
____ Adopts a proactive attitude.
Intermediate Actions (Normally intermediate actions would be taken after the first hour of the
emergency and over the next four to six hours)
____ Establishes filing cabinets to maintain notes and files from meetings.
____ Ensures all Branch leaders have copies of their directives.
____ Establishes a room for word processing and, if possible, a dedicated FAX line.
Extended Actions (Extended actions would occur if the emergency lasts longer than eight hours
and/or when the emergency is declared over)
____

Obtains status reports from CIRT Manager and organizes the reports in a binder labeled with
date and time.

Section 2: Unit 1- Critical Incident Response Planning - 33
Approved 10/14/02

Critical Response and School Emergency Safety Management Guide - BCPS

Critical Incident Response Team Assignments
The Critical Incident Response Team needs to be identified and those names and numbers
disseminated to all schools, offices, and the Office of Security annually or when any changes occur.

Title

Name
Location & Numbers
Joe Hairston
Greenwood - 4281

CIRP Leader:

EOC Liaison:

Robert Haines
Greenwood - 4556
Christine Johns
Greenwood - 4083
Chief Communications Officer

CIRT Manager:
Public Information Officer:
Liaison Office:
Safe Schools Liaison:
Legal Officer:
Operations Section Chief:
Technology Section Chief:
Logistics Section Chief:
Support Services Section Chief:
Human Resources Section Chief:
Fiscal Services Section Chief:
Team Recorder:

Merle Audette
Greenwood - 8706
Mark Warren
Pulaski Park - 4253
Margaret-Ann Howie
Law Office Cottage - 4060
Donald Krempel
Pulaski Park - 6435
Gregory Barlow
Timonium - 7837
Rita Fromm
Timonium - 7821
Robert Kemmery
ESS - 4360
Randy Grimsley
Personnel Offices - 4301
Barbara Burnopp
Timonium - 4197
Carol Knepley
Greenwood - 4340

Alternate Name
Location & Numbers
Christine Johns
Greenwood - 4083 or
Robert Haines
Greenwood - 4556
Rita Fromm
Timonium - 7821
Merle Audette
Greenwood - 8706
Charles Herndon
Greenwood - 424
Sharon Norman
Greenwood - 4243
Matt Beale
Towson - 3273
Carol Saffron-Brinks
Law Office Cottage - 4060
William Wingerd
Pulaski Park - 6300
Gary Schlimme
Timonium - 3858 x497
Linda Fitchett
Timonium - 4111
Dale Rauenzahn
Pulaski Park - 0238
Dave Evans
Greenwood - 4146
Patrick Fannon
Timonium - 6198
Carrie Slaysman
Greenwood - 4083
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Section 3

School Emergency
Safety Plan
"Making your schools safe is based on the
premise that school administrators, in
concert with their students and staff, need to
take back control and define for themselves
the local issues that are causing fear and
anxiety on the parts of students and staff .”
(Blauvelt, 1996)
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Unit 1 CREATING THE
SCHOOL EMERGENCY
SAFETY PLAN
Introduction
Purpose
The purpose of this School Emergency Safety Plan (SESP) is to provide emergency preparedness and
response instructions, information, and guidelines to protect the safety and well-being of students and
staff at the time of an emergency. This plan is to address those emergencies whose scope meet the
parameters of Level I, II, and III emergencies as defined in this plan. Emergencies involving only a
specific site are designated as Level I and should be managed according to that site’s emergency
plan. The school system’s Critical Incident Response Team (CIRT) would not be activated in sitespecific emergencies. However, Level I emergencies may use the central office staff for additional
resources, if appropriate.
This standardized plan has been developed for all school sites to promote coordinated preparedness
measures and integrated emergency response procedures. The plan must be adapted to the
capabilities and special needs of each site. Therefore, where appropriate, differences in the needs and
requirements of the different school levels are addressed throughout the plan. All schools will submit
their site-based emergency plan via the intranet. The CIRT Recorder and the Office of Security and
Facilities will access all school plans via the intranet. Additionally, all schools will submit a copy of
their emergency plan to their local police precinct and fire department. When a Level II or III critical
incident occurs, the CIRT Recorder will take to the command center copies of the affected school(s)
emergency plans to facilitate coordination and communication. The CIRT Assignments will be
distributed annually or when any changes occur to all schools and offices.
Police, fire and/or criminal investigative processes may supersede the Critical Incident
Response Plan.
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Objectives
1. Provide for the interface and coordination with the Critical Response Team, the Police/Fire
Departments, and the County's Emergency Operations Center (EOC).
2. Provide for the orderly conversion of pre-designated BCPS sites to shelters when necessary.
Scope
This plan encompasses all schools and addresses a broad range of potential major emergencies. Such
incidents may include fire, threats, student disturbances, earthquake, hazardous materials spills,
power outage, escapees from detention centers, and similar events affecting any one site.
Authority
Site Emergency Plans are implemented by school principals upon the occurrence of an emergency
incident or when directed by the Superintendent. Each principal is authorized and directed to
implement his or her school site emergency plan, or take such other action as may, in his or her
judgment, be necessary to save lives and mitigate the effects of disasters. Any site-based
administrator has the authority to directly notify the Superintendent or designee, Office of Security,
when Level II or III emergencies occur. Police Department and/or Fire Departments’ emergency
procedures will supersede any site-based plan.
Notification
In the event of a Level I, II, or III Incident, the site-based administrator is to notify the School
Emergency Team. If the principal, now the Incident Commander, deems a Level II, III Critical
Incident, the CIRP Leader (Superintendent) is to be notified by calling the Office of Security at 410887-0120. If no answer, call 410-887-6488. State "This is (your name) and I have a level II or III at
(location). I can be reached at phone number ____." The Office of Security will be responsible for
notifying the Superintendent and both Deputy Superintendents. The site-based administrator will be
the key contact person for the CIRT manager. If the site-based administrator is unable to notify the
Superintendent or the Office of Security, the police/fire department first responders will use their
radios to notify the Safe Schools Liaison who will in turn notify the Superintendent and Office of
Security.
Procedures
These directions are designed to provide a practical step-by-step approach to developing and
implementing a School Emergency Safety Plan. It addresses issues from team formation through
submission of the plan to your local police precinct, the Office of Security and Facilities, and the
Critical Incident Response Team Recorder. The first step in creating the School Emergency Safety
Plan is selecting and assigning the Emergency School Safety Management Team. The team should
represent the diverse training and expertise of the school community.
After the team is formed, the next step is for each team member to review this manual in its entirety,
then, using the forms provided, create the School Emergency Safety Plan. Next, the School
Emergency Safety Management Team should conduct a presentation at a faculty/staff meeting to
update the entire staff regarding Systemwide Emergency Procedures, use of CIRT, Emergency
Management Protocols, School Emergency Safety Management Team assignments and specific
roles, etc. Finally, the team will submit a copy of its plan to the local precinct and to the Office of
Security and Facilities.
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Using this as a starting point, each school and school support building is to establish a School
Emergency Safety Management Team and is to develop (or update) a School Emergency Safety Plan
to include:
•
•
•
•
•
•
•
•

Clearly defined staff roles/responsibilities (a School Emergency Safety Management Team,
Incident Command System, etc.)
Procedures for emergency evacuation, administering first aid, etc.
Setting up “Command Post(s)”
Student and staff accounting and release procedures
Assembly areas
Guidelines for communication with the media
Establishing primary and back-up methods for communication (within school, with Central
Office, and with parents and community)
Establishing process for securing crime scenes and isolating witnesses

The School Emergency Safety Management Plan shall be updated yearly and submitted via the
intranet. The CIRT Recorder and the Office of Security and Facilities will access all school
plans via the intranet. Additionally, all schools will submit a copy of their emergency plan to
their local police precinct and fire department. The plan shall reflect the actions required by all
involved parties to minimize loss of life and injury to persons and property.
The school principal is responsible for supervising, monitoring, and organizing the development of
the school safety plan. Further, the principal is responsible for arranging a faculty/staff meeting
within one month of the beginning of the school year to review the school’s plan and update staff
regarding new procedures.
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PRE-PLANNING THE
SCHOOL EMERGENCY
SAFETY PLAN
Forming the School Emergency
Safety Management Team
The school principal or his/her designee is responsible for overseeing the formation of the School
Emergency Safety Management Team and is the designated leader. Certain positions in the school
lend themselves to team membership. Those include counselor, nurse, secretary, custodian, social
worker, teachers in various specialty areas, cafeteria manager, school psychologist, staff with special
knowledge or training, and staff in strategic locations in the building. Each of these individuals has
unique knowledge in areas ranging from mental and physical health to students with special needs,
and from access to building plans to knowledge of community resources.
Depending on the size and needs of the school, the School Emergency Safety Management Team
could have any number of staff ranging from approximately 5 to 11, depending on the size of the
facility. Although these staff members make up the formal School Emergency Safety Management
Team, it should be made clear to all staff that each will have a role in the implementation of
effective emergency management protocols, and each is responsible for addressing the immediate
safety needs of students in their care.
Suggested steps for Team formation:
1. Principal or his/her designee communicates with all staff identifying specific needs, and
requesting volunteers to serve on the School Emergency Safety Management Team (see Staff
Skills Inventory, Form A-Page 16).
2. Principal or his/her designee creates list of interested staff, making sure all major areas of need
are addressed, including:
• Physical/medical needs
• Emotional/mental health needs
• Students and staff with special needs
• Staff from all areas of the building (different floors, wings, out-buildings, etc.)
• Staff with knowledge of transportation needs
• Staff with knowledge of the building floor plan, locks, fire alarm, HVAC, intercom, etc.
• Staff with ability to convey information to the media
• Staff with knowledge of community resources
3. A meeting is held with potential team members to discuss what will be expected for team
membership.
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4. Principal or his/her designee followsup with all staff to update on Team formation, and to fill in
areas where deficits exist (NOTE: Although an individual may seem “perfect” for a role, no one
should be required to have a primary position on the School Emergency Safety Management
Team if he/she does not feel capable of fulfilling his/her duties in time of need).
5. An initial meeting is held to formally establish the School Emergency Safety Management
Team, and to begin the process of developing the School Emergency Safety Plan (using forms on
the following pages).
6. Conduct a formal presentation during a staff/faculty meeting at the beginning of each school
year.
7. Hold regular team meetings throughout the school year (every 1-2 months) to review protocols
and ongoing issues as they arise (may include local, state, or national issues that may affect the
school).
8. Set dates to conduct orientation, review, updates, of plan.

School Emergency Safety Management Team
Roles and Responsibilities
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The principal, as Incident Commander (IC) is in charge. As appropriate, the IC activates those in the
Incident Command System (ICS), who, in turn, activate others needed to fulfill emergency response
tasks.
Required members at all levels (elementary, middle, high).
*
Title

Role, Responsibility

*

Incident Commander:
Principal or Designee

*

Public Safety Liaison:
SRO or Teacher

*

Student Accounting
Coordinator:
AP or Guidance
Counselor
Facility Access Coordinator:
Chief Custodian

*

Triage Coordinator:
Nurse

*

Media Liaison :
Language Arts or English
Teacher
Parent Liaison
PTA President
Counseling Coordinator:
Guidance Counselor
Communications
Coordinator:
Librarian
Supplies Coordinator:
Teacher/Cafeteria
Manager
Transportation
Coordinator:
AP or Teacher

Responsible for development of school’s plan and overall management of
emergency situations; establish/manage Command Post; activate ICS; determine
strategies to implement protocols and adapt as needed
Develop working knowledge of local/regional agencies; serve as the primary onscene contact for outside agencies assigned to an incident; assist in accessing
services when the need arises; document activities
Analyze school staffing to develop a Student Accounting and Release Plan
(accounting from individual teachers to Student Accounting and Release to
Command Post); implement plan in an emergency; document activities
Monitor site utilities (electric, gas, water, HVAC) shut off only if danger exists or
directed by Incident Commander; assist in securing facility (locking gates and
perimeter doors, posting yellow caution tape as needed, etc.); Coordinate the rationed
distribution of food and water (prolonged emergencies); establish secondary toilet
facilities in the event of water or plumbing failure; request needed supplies from Logistics;
document activities
Establish medical triage with staff trained in first aid, CPR; provide/ oversee care
given to the injured; distribute supplies (gloves, bandages, etc.); request additional
supplies from Critical Incident Team; responsible for establishment and
maintenance of first aid supply box. Develops plan to ensure students'
medications/treatments are managed; document activities
Develop relationship with local media reps.; prepare media releases; establish
“media center” near Command Post; coordinate information with Incident
Commander and CIRP Team; document activities
Communicate with parent groups and parents on the Release Plan; work with the
Student Accounting Coordinator to properly identify parents and adults identified as
emergency release personnel.
Provide and access psychological first aid services for those in need (working with
“Operations: Medical”); access Trauma Teams, local/ regional providers for
ongoing crisis counseling for students, staff, parents; document activities
Establish/oversee communications center and activities during an emergency (twoway radio, battery-powered radio, written updates, etc.); develop telephone tree for
after-hours communication; document activities
Establish and maintain “School Emergency Safety Management Team Toolbox”
(fresh batteries, etc.); coordinate access to and distribution of supplies during an
emergency; monitor inventory of supplies and equipment; document activities
Establish emergency transportation of students and staff through established
procedures; coordinates location for pickup

Command Post
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Command posts are locations that all team members know ahead of time. Each command post has
location as a primary importance, secondary is the availability of communication links, and third is
easy access for staff and emergency responders.

Descriptions of three areas
Each school site will identify three command posts within the school. Two posts on the exterior, one
to be used during normal evacuation, and a second at least 500 feet from the school. Finally, a
command post for the school at the walking distance alternative building location. If you are
evacuated to a central location requiring transportation, the command post will be in the lobby area.
Location
Possible Building Locations:

Communication/Phone #

______________________________________
______________________________________
______________________________________

Fire Drill - Usually flag pole
500 Feet - Usually a field area such as baseball, football, etc.
Alternate Building - Usually neighboring school

Universal Emergency
Warning and Notification Procedures
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School Office
Call 9-911 if necessary. (Assess life and safety issues first.)
Inform the Principal in the office or room number where he/she is located or the Principal's Designee
in the room number where he/she is located.
The Principal/Designee notifies the Superintendent - 410-887-4281 or the Office of Security - 410887-6354 if it is a Level II or III.
Notifying Staff and Students
If an emergency requires immediate action to protect the safety of students and staff, activate a
Universal Emergency Response (see page 10) using the PA announcement, sounding of bell (fire
alarm), or word of mouth by the Communication Coordinator or other school Emergency Safety
Team members.
Use code words in the warning only for "lockdowns." Codes should be used in situations when
immediate notification is necessary, but the safety of students and staff may be compromised if
everyone in the school building knows of the emergency. For example, a hostile intruder may panic
if the principal announces the intruder's presence over the PA system. The codes will inform
personnel of the lockdown and appropriate actions. The code is as follows:
County-wide Code System:
"Code Red" - Lockdown (see page 10). Follow Universal Lockdown Procedures.
"All Clear" - Return to Normal Activity.
If immediate action is not required, notify staff at a meeting before or after school hours. Teachers will
debrief students during class unless an assembly or announcement over the PA system is preferred.
The Principal notifies parent(s) of victim(s), if necessary. The Superintendent notifies other schools in the
district. The school(s) with siblings of the victim(s) should be called first.

Universal Emergency Response Procedures
There are three emergency evacuation procedures. These are listed on the chart below. Note that
there are two variations of procedures to address special circumstances. Use the Emergency
Attendance Sheet on page 13 for student/adult accounting.
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A. Evacuation (For use when conditions outside are safer than inside)
When announcement is made or alarm sounded:
• Take the closest and safest way out as posted (use secondary route if primary route is blocked or hazardous)
• Take roll book for student accounting
• Assist those needing special assistance
• Do not stop for student/staff belongings
• Go to designated Assembly Area
• Check for injuries
• Take attendance; report according to Student Accounting and Release procedures using Emergency
Attendance Sheet
• Wait for further instructions

B. Lockdown (For use to protect building occupants

B1. Shelter in Place (For use in external gas or

from potential dangers in the building or outside)
When the announcement is made:
• Students are to be cleared from the halls
immediately and to report to nearest available
classroom
• Assist those needing special assistance
• Close and lock all windows and doors and do not
leave for any reason
• Cover all room and door windows
• Stay away from all doors and windows and move
students to interior walls and sit on floor
• Shut off lights
• BE QUIET!
• Wait for further instructions
• Complete Emergency Attendance Sheet
C. Severe Weather Safe Area (For use in severe
weather emergencies)

chemical release)

When announcement is made or alarm sounded:
• Take the closest, safest route to shelter in
designated safe areas (use secondary route if
primary route is blocked or dangerous)
• Occupants of portable classrooms shall move to
the main building to designated safe areas
• Take roll book for student accounting
• Take attendance; report according to Student
Accounting and Release procedures using
Emergency Attendance Sheet
• Assist those needing special assistance
• Do not stop for student/staff belongings
• Close all doors
• Remain in safe area until the “all clear” is given
• Wait for further instructions

When the announcement is made, follow the
Lockdown procedure with the addition below:
• Close and tape all windows and
doors and seal the gap between
bottom of the door and the floor
(external gas/chemical release)
using coats, blankets, or rugs

C1. Drop, Cover and Hold (For use in earthquake
or other imminent danger to building or immediate
surroundings)
When the command “Drop” is made:
• DROP – to the floor, take cover under a nearby
desk or table and face away from the windows
• COVER - your eyes by leaning your face against
your arms
• HOLD - on to the table or desk legs, and maintain
present location/position
• Assist those needing special assistance
• Wait for further instructions

Visitor Screening Policy
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(In this section create, update or insert your school policy regarding Visitor Screening. Ideally, the
individual who is updating this Guide could type, or “cut and paste,” the school's policy here, then
delete the text below).

Points to consider:
•

Display outdoor and exit door signs to direct all visitors to the entrance
they are to enter.

•

Utilize positive welcoming signs.

•

It is ideal if all visitors pass through an office area that offers verbal and
visual contact with staff.

•

All visitors sign in and receive a sticker or other badge.

•

Designate staff to provide verbal face-to-face contact to inquire about the
person's name, area, or room to be visited, and nature of the visit.

•

If person is new to the school or unsure of the room location, a staff
member may meet him/her or accompany him/her.

•

Visitors should return to sign out.

•

There should be no exceptions to the policy.

•

Involve and acquaint parents, parent-teacher organizations, etc. with the
policy and the need to know who is in the building.

•

All teachers and staff should know the policy.

•

All staff should be expected to question people without a badge and ask
them to check in with the office before proceeding to the intended room.
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General Dismissal Procedures
This page applies to regular dismissal (or routine early dismissal), NOT release procedures during an
emergency. Emergency release procedures will need to be determined at each school according to
geographic area, roadways, alternate sites available, etc.

Points to consider:
1. Students shall be released according to the written instructions provided by the
custodial parent/guardian.
2. Instructions shall be requested at the time the student registers/enrolls for the
school year and shall include:
a. Student’s regular mode of transportation at the end of the day
b. A list of persons, in addition to the custodial parent/guardian, who are
authorized to pick up the child from school.
3. Any deviation from the authorized release process must be approved by the
principal/designee prior to the student departing school in another manner.
4. It shall be the responsibility of the custodial parent/guardian to notify the school
in writing if release instructions are to be revised. If written instructions are not
provided to the school the student shall only be released to ride home on the
assigned bus or with the custodial parent/guardian.
5. If the student is to be picked up early, the parent/guardian or designee shall report
to the principal’s office and sign for the student’s release.
6. Each school shall maintain a daily entry/exit log of students signing in late or
signing out early and shall require proof of identification from individuals (visual
identification by an employee, driver’s license, picture identification, etc.) to
assure that they are authorized to pick up the student.
7. Those students who are not on record as being under the care or control of a
parent/guardian may sign for their own dismissal.
EXCEPTIONS: A student may be released to a person with lawful authority to take custody of the
student, e.g., a police officer with a warrant. In such cases, the student’s parent shall be notified at
the earliest opportunity. In addition, the Board authorizes emergency release of students for illness
or other bona fide reasons, as determined by the principal.
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Emergency Attendance Sheet
Teachers and staff: In the event a Universal Emergency Response is ordered, please complete the following information
sheet now. It will be collected or requested; wait for directions on the collection process.
Teacher Name:
__________________________________________________________________________________
Evacuation
Once completed, hold up
for collection.

Lockdown

Once completed, wait until
Once completed, wait until asked
asked for by Incident Commander for by Incident Commander
or designee.
or designee.

Number of individuals in room or with teacher: __________
Students only

Severe Weather

Classroom no.: __________________

Students/others

Names of individuals, including adults in classroom or with
reporting teacher NOT scheduled to be there:
_________________________________________________

____________________________________________

_________________________________________________

____________________________________________

_________________________________________________

____________________________________________

_________________________________________________

____________________________________________

_________________________________________________

____________________________________________

Injuries (if any) or medical situations requiring attention:

____________________________________________

No

Individuals missing from room or assigned teacher:

Yes: ___________________________________________________________________

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Signature: ______________________________________

Time: _____________________________________________

Lockdown Only:
Physical damage to classroom?
No

Yes: ____________________________________________________________________
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____________________________________________________________________________________________
____________________________________________________________________________________________
On the back of this sheet, please write the names of all individuals in the room or with teacher reporting.

Checklist for Plan Development
Under the direction of the principal or his/her designee, each school is to complete the following
according to its unique needs and circumstances.
Have each School Emergency Safety Management Team member become familiar
with this School Emergency Safety Plan and The Emergency Procedures Safety
Manual
Complete the following:
• Staff Skills Inventory
• Teacher Survey: Students Needing Special Assistance
• Classroom and Building “Hazard Hunt”
• Assembly Area (outdoors)
• Alternate Building Location (walking distance)
• Alternate Building Location (requiring transport)
• Student Accounting and Release Procedures

Form
A
B
C
D
E
F
G

Create a School Emergency Safety Management Team “Toolbox” using checklist
provided (H)
Adopt Visitor Screening Policy consistent with local board policy
Adopt General Dismissal Procedures consistent with board policy
Review the Emergency Response Protocols - Section 4 and the Health, Safety,
and Risk Management Protocols - Section 5; make necessary modifications for
school-specific needs (using feedback from Staff Surveys and Emergency Team
input, local or district phone numbers and titles, etc.)
Review and update Evacuation Sites - Fire evacuation location as well as secondary
locations at 500 feet.
Lockdown plan for each room of building
Review and update Severe Weather Safe Area for each room of building
Review the Emergency Procedures Flipchart and the School Safety Plan
Distribute a copy of the Emergency Procedures Flipchart to all staff members; tell
them to keep the Flipchart visible in their classrooms and offices at all times
Establish a schedule and procedures for orientation, training, and practicing each of
the Universal Responses (Accountability Unit 2 - pages 10-12)
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Submit a copy of the School Emergency Safety Plan to your local precinct and fire
station and submit plans on the intranet for system use by September 1 of each year
(include Cover page, and Unit 2 - pages 2-12)
Place a copy of Plan in Emergency Toolbox

Form A.

Staff Skills Inventory
(for School Emergency Safety
Management Planning)

Staff: As part of the development of our School Emergency Safety Plan, and in accordance with
district policy, please complete the following survey and return to the administration office. The
information provided will be used to help design and update your School Safety Plan in order to be
fully prepared for an emergency situation should one arise.
NAME:

ROOM

I. Emergency response:
Please check any of the following areas in which you have training or expertise:
First aid
CPR
Emergency medical

Search & rescue
Hazardous materials
Media relations

Counseling/mental health
Firefighting
Incident debriefing

Explain or clarify items checked, if needed

II. Special Considerations: Please check and list special skills or resources you feel would be an
asset in an emergency situation. Explain items checked:
Multilingual, list language(s)
Experience with disabilities
Ham radio or CB radio experience
Knowledge of community resources
Other knowledge or skills
Other knowledge or skills
Check if you have a cell phone that could be used in an emergency
Check if you have a 2-way radio that could be used in an emergency
III. School Emergency Safety Management Team Membership
Each school is to form a School Emergency Safety Management Team to provide leadership and
direction in response and recovery activities related to emergency management.
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Please check here if you are interested in becoming a member of our School Emergency
Safety Management Team

B. Staff Survey: Students/Adults (Including Visitors)
Needing Special Assistance
Instructions: Teachers are to fill in the name of any student in their class who will require special
assistance in the event of an emergency (considering a variety of emergency conditions which may
alter needs, such as severe weather, evacuation needs, hazardous materials, etc.). The standard
protocol of evacuating disabled personnel is to evacuate with the regular population. If this is
impossible, disabled personnel are to be moved to stairwells to meet arriving emergency personnel
(fire, police, rescue) who will evacuate the disabled persons.
Teacher Name: _____________________________
STUDENT NAME TIME WITH
TEACHER

Room #: ________________
ASSISTANCE NEEDED

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:

______________________

Assistance needed:
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Assistance needed:

______________________

C. Classroom and Building “Hazard
Hunt”
ALL STAFF Instructions: The School Emergency Safety Management Team is interested in
identifying any special circumstances which exist in our school or near our campus which present
unique problems or potential risk to persons or property. These may include materials used in
classes, issues specific to your location in the building, situations which may impede evacuation from
the building, community issues (factories, airport, jails/juvenile facilities, water plant, rivers/streams),
etc. Please describe any such potential hazards below, and actions requested to mitigate the hazard:
Teacher Name: _____________________________
Potential Hazard

Room #: ________________

Action Requested to
Mitigate the Hazard

Contact:

Contact:

Contact:

Contact:

Contact:
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D. Assembly Area (Outdoors, for Standard
Evacuation)
Use the following worksheet to plan for evacuation from the building to an on-site, or near-site
Assembly Area (e.g., on-site football field). The Assembly Area should minimize exposure of
students to dangers or hazards around the school.
•

Examine floor plans and maps for your school grounds and surrounding neighborhood.
Determine primary and secondary exits for each room in the building. Consider factors such as
gas, sewer, power lines; chain link fences (electrical hazard); facilities containing toxic or
radioactive material; water towers, multiple story buildings (vulnerable to collapse), transformers,
balconies (which may fall from buildings), etc.

•

Assembly Area 1: Normal Evacuation (Fire Drill)
Designate each of the following:
Command Post - Location of Incident Commander Access for emergency vehicles
First aid area
Student assembly areas (by class, grade level or team, etc.) __________________

•

Assembly Area 2: (Secondary area) 500 feet from the building
Designate each of the following:
Command Post - Location of Incident Commander Access for emergency vehicles
First aid area
Student assembly areas (by class, grade level or team, etc.)

•

Place copies of floor plans and evacuation routes, highlighted as appropriate, in the actual plan
section of the guide, and post throughout the building.

•

Communicate Student Accounting and Release procedures to parents for all
assembly area (1 & 2).
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E. Alternate Building Location: Walking Distance
In inclement weather, or if your building and surrounding area needs to be evacuated, it may be
necessary to move students to an Alternate Building Location rather than using the typical Outdoor
Assembly Areas. Use the following worksheet to plan for evacuation from the building to an off-site
building location within walking distance from the school. Coordinate your planning with other
schools, etc.
•

Examine maps and site plans for possible Alternate Building Location in the
immediate vicinity of the school property.

•

Consider factors such as roadways, waterways, power lines, metal fences, utilities,
etc., and select routes that minimize exposure to area hazards.

•

Coordinate planning with nearby schools, community centers, businesses, churches,
etc. to establish relationships for Alternate Building Location.

Designate each of the following:
Alternate Building Location

Lead Contact / Phone

Name:
Address:
Phone # to be used
(Address)
Secondary Location

Lead Contact / Phone

Name:
Address:
Phone # to be used
(Address)
USE SPACE BELOW for any special planning needs, routes, alternate routes, or for coordinating
your school’s plan with other schools or buildings on the same campus.

F. Alternate Building Location: Requiring Transport
You would coordinate your planning with CIRT and EOC for a Level II or III emergency.
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•

Contact CIRT to coordinate and plan for transporting students and staff to an Alternate Building
Location.

•

Consider factors such as roadways (for potential traffic “gridlock”), waterways,
power lines, metal fences, utilities, etc., and select routes that minimize exposure to
area hazards.

•

CIRT in cooperation with EOC will direct you to one of the centralized evacuation
centers:
•

SE

-

Community College of Baltimore County - Dundalk Campus

•

NE

-

Community College of Baltimore County - Essex Campus

•

C

-

Timonium Fairgrounds

•

NW

-

Community College of Baltimore County - Catonsville Campus

•

SW

-

Community College of Baltimore County - Catonsville Campus
or University of Maryland, Baltimore County

USE SPACE BELOW for any special planning needs or for coordinating your school’s plan.

No contact of these facilities is necessary since the Critical Incident Response Team and the
Emergency Operation Center will direct these actions.

G. Student Accounting and Release
Procedures
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Each school needs to establish a specific plan for student accounting and release. Use the following
worksheet to describe how your school will account for students and staff in the building in the event
of an evacuation. Teachers must carry roll books, grade books, or student attendance sheets/cards
when exiting the building during an evacuation. A staff roster and visitor sign-in sheet are to be
available to take during an evacuation.
All students and staff need to have emergency information on file. This information can be collected
and maintained using the Student Emergency Cards BEBCO 45-015-97 or BEBCO 18-014-88 and
the Emergency Card for the Nurse BEBCO 82-290-98 or the Emergency Staff Card BEBCO 12-40288 (page 22). Only parents, relatives, or friends listed on the Emergency Cards will be allowed to
take a student during an emergency. These adults are to show identification and sign out the student
using the Student Release Form (page 24). (See page 23 for additional Release List Form.)
List below steps or procedures staff will take to assure student or staff accounting (i.e., teachers
report to team leader, who reports to “Student Accounting and Release” member of the School
Emergency Safety Management Team, who reports to principal):

What procedures will be in place to release students to parents, guardians, or other designated
adults during an emergency?

Student Emergency Information
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Additional Emergency Release List for Parents
Student name: ___________________________

Teacher name: ____________________________

Parent name: ____________________________

Phone number: ____________________________
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Parent signature: _____________________________________________________________________
NAMES OF PEOPLE I WILL ALLOW MY CHILD TO GO WITH IN CASE OF EMERGENCY:
Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

Name: _________________________________

Phone number: ____________________________

It is important for you to send the completed form back as soon as possible. Your child's teacher will
keep this with his or her emergency kit, and it will only be used in emergencies.
Thank you so much for taking the time to complete this form and returning it to your child's teacher!

Courtesy of Griffin School District No. 324, Olympia, Washington

Emergency Student Release Form
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Student's name: ______________________________________________________________________
Teacher: _____________________________________

Grade: _____________________________

Student release requested by: ___________________________________________________________
Proof of identification: ________________________________________________________________
If the person requesting release is not listed on the Parental Permission for Student Release Form, release
of the student will be denied until direct parental contact has been made.
STUDENT'S STATUS:
Present

Receiving First Aid

Absent

Evacuated to emergency department

Missing
Requester's signature: _________________________________________________________________
Destination: __________________________________________Phone:__________________________
Date: _______________________________________________________________________________
Time: _______________________________________________________________________________
Staff member approving release (please initial): ______________________________________________

Source: Michael D. King and Linda Harrison, Developing School Programs

And Policies: A Principal's Manual, Copyright 1996 Aspen Publishers, Inc.
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H.

School Emergency Safety
Team “Toolbox”

Each School Emergency Safety Management Team is to develop a “toolbox” to have available for
use during an emergency situation. Items in the toolbox should not be used for anything other than
emergency preparedness training activities. A member of the School Emergency Safety Team should
be assigned to keep the toolbox updated (change batteries, update phone numbers, etc.). The toolbox
should be portable and readily accessible for use in an emergency. A member of the School
Emergency Safety Team is responsible for getting the box to the command posts.
•

Copies of the all forms completed in the development of the School Emergency Safety Plan (The
School Plan, Students Needing Assistance, Forms, etc.)

•

Blueprints of school building(s), including utilities

•

Caution Tape

•

Directional Placards (Parents, Media, etc.)

•

Disk of Student Accounting - Names, Phone, DOB's (Format in Excel)

•

Faculty/staff cards (including emergency contacts)

•

First aid kit and gloves - Triage Coordinator will bring to emergency (meds/ neb / glucan need to be
kept in health suite)

•

Flashlights

•

Grease boards and markers (or dry erase boards)

•

Keys (Master)

•

Laptop or Personal Data Assistants (Optional)

•

Map of building(s) with location of Exits, Phones, First Aid Kits, Assembly Areas

•

Map of local streets with evacuation route (Alternate Building Location requiring Transport)

•

Megaphone

•

Paper such as legal pads and ball point pens

•

Radios that are two-way and/or cellular phones available

•

Radio that is battery powered and spare batteries

•

Schedule (Master)

•

Stickers that are white peel-off and markers (for name tags)

•

Student cards (including emergency contacts for parents)

•

Telephone directory of local numbers, lists of the district personnel’s phone, fax, and beeper
numbers, and lists of other emergency phone numbers

•

Vests (colored) to identify school emergency team members

•

Videotape/pictures of inside and outside of the building and grounds

•

Other
Section 3: Unit 1 - Creating the School Emergency Safety Plan- 25
Approved 10/14/02

Critical Response and School Emergency Safety Management Guide- BCPS

Unit 2 THE
SCHOOL EMERGENCY
SAFETY PLAN TEMPLATE
Using the information that the School Emergency Safety Management Team gathered in the
planning stage, create the plan.
Complete the following:
Cover Page
School Emergency Safety Management Team Assignments
School Maps - All utilities noted
Command Posts
Students Special Assistance: Master List
Classroom and Building “Hazard Hunt” Master List
Assembly Area (outdoors)
Maps of Routes of Evacuations
Alternate Building Location (walking distance)
Alternate Building Location (requiring transport)
Student Accounting and Release
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Cover Page for School Emergency Safety Plan
Each school is responsible for creating and updating its School Emergency Safety Plan on a yearly
basis. This cover page should accompany the school’s completed plan according to the guidelines
established in this manual. The school principal needs to sign this cover prior to submitting a copy
of the plan to his/her local police precinct and fire station. The CIRT recorder, Office of Security and
Facilities will access the plan via the intranet.

School Emergency Safety Plan for:

(School Name Here)

Principal Signature
Date
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*

School Emergency Safety
Management Team Assignments

Required members at all levels (elementary, middle, high)
In general, Incident Command System (ICS) or School Emergency Safety Management Team roles
should be logical, reasonable parallels to day-to-day work assignments. Complete the form below to
reflect your School Emergency Safety Management Team assignments. Descriptions of roles and
responsibilities for each assignment are provided in forming the School Emergency Safety
Management Team (page 7).
Title
Name
Position
Location Person is found:

*

Incident Command:
Principal, or Designee

1. Primary
2. First Alternate
3. Second Alternate
1.

Room #

Phone #/Ext.

2.
3.

*

1.

Public Safety Liaison:
SRO/Teacher

2.
3.

*

Student Accounting Coordinator:
AP or Guidance Counselor

1.
2.
3.
1.

*

Facility Access
Coordinator:
Chief Custodian

1.

*

Triage Coordinator:
Nurse

2.
3.

2.
3.
1.

Parent Liaison:
PTA President

2.
3.

Media Liaison:
Language Arts/English Teacher

1.
2.
3.

Counseling Coordinator:
Guidance Counselor

1.
2.
3.

Communications
Coordinator:
Librarian

1.

Supplies Coordinator:
Teacher/Cafeteria Manager

1.

2.
3.

2.
3.

Transportation
Coordinator:
AP or Teacher

1.
2.
3.
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Command Post Locations
Building Primary: _______________________________________________________
_________________________________________________Phone #______________
Building Alternate 1: ________________________________ Phone #______________
_____________________________________________________________________
Building Alternate 2: ________________________________ Phone #______________
_____________________________________________________________________
Evacuation (Fire Drill): ___________________________________________________
_____________________________________________________________________
Evacuation (500 feet): ___________________________________________________
_____________________________________________________________________
Walking Distance (Facility): Location 1: ______________________________________
Address: ____________________________________Phone # __________________
Walking Distance (Facility): Location 2: ______________________________________
Address: ____________________________________Phone # __________________
Alternate Transport Location Command Post: Lobby of facility OEC assigns!

Section 3: Unit 2 - The School Emergency Safety Plan Template - 4
Approved 10/14/02

Critical Response and School Emergency Safety Management Guide- BCPS

Students/Adults Needing Special
Assistance MASTER LIST
Using the information from individual Teacher/Staff Survey forms, the School Emergency Safety
Management Team maintains a master list of students needing special assistance in the event of an
emergency (make copies of this sheet as necessary):

STUDENT TEACHER/
NAME
TIME
ASSISTANCE
______________

________________

LOCATION

________________

ASSISTANCE NEEDED AND
INDIVIDUAL TO PROVIDE

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________

______________

________________

________________

Assistance needed: _______________________________________
Assistant _________________________________________________
Assistant 2 _______________________________________________
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Classroom and Building “Hazard Hunt”
MASTER LIST (and Mitigation Plans)
Each School Emergency Safety Management Team is required to identify circumstances unique to its
school/campus/facility that present unique risks to persons or property. These may include materials
used within the building, potentially troublesome evacuation routes, dangers due to geographic
location, proximity to potentially hazardous buildings in the community, issues related to sharing a
campus with another school, etc.
Using information from “Classroom and Building ‘Hazard Hunt' forms, as well as insights from
School Emergency Safety Management Team members, list below any specific risks or potential
hazards needing special consideration and plans to address them (copy form as needed):
Potential Hazard

Locations

Action Taken (or planned) to
Mitigate the Hazard

_______________

__________________________________

_______________

__________________________________

_______________

________________

Contact:

_______________

__________________________________

_______________

__________________________________

_______________

________________

Contact:

_______________

__________________________________

_______________

__________________________________

_______________

________________

Contact:

_______________

__________________________________

_______________

__________________________________

_______________

________________

Contact:

_______________

__________________________________

_______________

__________________________________

_______________

________________

Contact:
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Assembly Area (Outdoors, for Standard Evacuation)
Complete the following worksheet to plan for evacuation from the building to an on-site, or near-site
Assembly Area (e.g., on-site football field). The Assembly Area should minimize exposure of
students to dangers or hazards around the school.
•

Examine floor plans and maps for your school grounds and surrounding neighborhood.
Determine primary and secondary exits for each room in the building. Consider factors such as:
gas, sewer, power lines; chain link fences (electrical hazard); facilities containing toxic or
radioactive material; water towers, multiple story buildings (vulnerable to collapse), transformers,
balconies (which may fall from buildings), etc.

•

Designate each of the following in the Assembly Area 1: Normal Evacuation (Fire Drill)
Command Post - Location of Incident Commander Access for emergency vehicles
First aid area
Student assembly areas (by grade level or team, etc.)

•

Assembly Area 2: 500 feet from the building:
Command Post - Location of Incident Commander Access for emergency vehicles
First aid area
Student assembly areas (by grade level or team, etc.)

•

Place copies of floor plans and evacuation routes, highlighted as appropriate, in this section of
the guide, and post throughout the building.

•

Communicate Student Accounting and Release procedures to parents.
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Alternate Building Location: Walking Distance
In inclement weather, or if your building and surrounding area needs to be evacuated, it may be
necessary to move students to an Alternate Building Location rather than using the typical Outdoor
Assembly Area. Use the following worksheet to plan for evacuation from the building to an off-site
building location within walking distance from the school. Coordinate your planning with Central
Office, other schools, etc.
•

Examine maps and site plans for possible Alternate Building Location in the
immediate vicinity of the school property.

•

Consider factors such as roadways, waterways, power lines, metal fences, utilities,
etc., and select routes that minimize exposure to area hazards.

•

Coordinate planning with nearby schools, community centers, businesses, churches,
etc. to establish relationships for Alternate Building Location.

Designate each of the following:
Alternate Building Location

Lead Contact / Phone

Name
Address
Phone #
(Address)
Secondary Location

Lead Contact / Phone

Name
Address
Phone #
(Address)
USE SPACE BELOW for any special planning needs, routes, alternate routes, or for coordinating
your school’s plan with other schools or buildings on the same campus.
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Alternate Building Location: Requiring Transport
From Worksheet F plan for evacuation from the building to an off-site building location requiring
transport from the school. Coordinate your planning with CIRT and EOC for a Level II or III
emergency.
•

Contact CIRT and EOC to coordinate and plan for transporting students and staff to
an Alternate Building Location.

•

Consider factors such as roadways (for potential traffic “gridlock”), waterways,
power lines, metal fences, utilities, etc., and select routes that minimize exposure to
area hazards.

•

CIRT and EOC will direct you to one of the centralized evacuation centers:
•

SE

-

Community College of Baltimore County - Dundalk Campus

•

NE

-

Community College of Baltimore County - Essex Campus

•

C

-

Timonium Fairgrounds

•

NW

-

Community College of Baltimore County - Catonsville Campus

•

SW

-

Community College of Baltimore County - Catonsville Campus
or University of Maryland, Baltimore County.

USE SPACE BELOW for any special planning needs or for coordinating your school’s plan.
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THE
SCHOOL EMERGENCY
SAFETY PLAN ACCOUNTABILITY
Complete the following:
•
•

Orientation and Training Schedule
Drill Schedule and Log

Practice the plan as scheduled and submit the accountability chart to your executive
director of schools at the end of school but no later than June 15 each year.
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Orientation and Training Schedule
School: ____________________________________________________________________________
Annually, each school should prepare a schedule of orientation and training events. Use the
worksheet below to outline a schedule for training events, drills, etc.

Month
July

August

September

Training Event and Who
is to be Trained

Person
Responsible

Development of Plan

Principal

Orientation of Plan to Staff

Principal

Orientation of Students and Parents

Principal

Comments

October
November
December

Review Plan

January
February
March

Review Plan

April
May

Review Plan
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June

Drill Schedule and Log
School: _____________________________________________________________________
Use the following worksheet to plan drills for your school. Submit a copy of the schedule with your
school’s plan, and update your plan via the intranet when drills actually occur.
Fire Drills: Two fire drills in the first month of school, and one per month each following month.
Monthly
Date
Weather
Number of
Evacuation
Comments,
Schedule
Conducted
Conditions
Occupants
Time
Notes
1st:
1st:
2nd:
3rd:
4th:
5th:
6th:
7th:
8th:
9th:
10th:
11th:
12th:

Emergency Evacuation (500 feet) Practice Drills: Two each year.
Date
Date
Number of
Response
Comments, Notes
Scheduled Conducted
Occupants
Time
1st:

2nd:

Severe Weather Safe Area: At least one in March
Date
Date
Number of
Response
Scheduled Conducted
Occupants
Time

Comments, Notes

1st:

2nd:

Lockdown Drill: Twice a year
Date
Date
Event
Scheduled Conducted
Scheduled
1st:

Comments,
Notes

2nd:
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Principal Signature:__________________________ Date:_____________
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Section 5
Health, Safety,
& Risk Management
Protocols
“Act well at the moment, and you will have performed a
good action for all eternity.”
(John Caspar Lavater)
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HEALTH, SAFETY,
& RISK MANAGEMENT PROTOCOLS
INTRODUCTION
This section of the manual includes information on health, safety, and risk management issues and
encompasses many federal and state regulations.
In accordance with Board of Education Policy 4007 “a safe and healthy environment is essential for
Baltimore County Public Schools in order to promote student achievement within a productive
learning and work environment." All employees of the Board of Education of Baltimore County are
required to comply with all applicable local, state, and federal health and safety laws and to follow
procedures, rules, and guidelines established by the Superintendent and his/her designees concerning
safe and health school environments.
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HEALTH, SAFETY, &
RISK MANAGEMENT
PROTOCOLS
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•
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•
•
•
•
•
•
•
•
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ASBESTOS
MANAGEMENT
CALL (Depending on assistance needed)
Office of Environmental Services

6301

SITUATION DESCRIPTION
In order to protect children from hazards associated with asbestos-containing building materials, the
United States Congress enacted the Asbestos Hazard Emergency Response Act (AHERA). Under
this law, comprehensive regulations were developed to address asbestos hazards in elementary and
secondary schools. These regulations require schools to conduct inspections for asbestos, develop
written plans for addressing any potential asbestos hazards discovered, and implement any needed
remedial response actions in a timely manner. Our program for fulfilling these responsibilities is
outlined in your building’s Asbestos Management Plan (AMP). This plan contains information on
inspections, reinspections, response actions, and post response action activities that are planned or are
in progress.
•
•
•
•
•

Consult the Asbestos Management Plan before all maintenance and/or construction activities.
Outside contractors, as well as BCPS personnel, are required to review the Asbestos
Management Plan before conducting any activity that may disturb an asbestos-containing
building material.
Never assume; check the plan.
If asbestos-containing materials are involved, contact the Department of Facilities, Office of
Environmental Services at 6301 before you proceed.
If you are unable to determine from the plan whether or not a building material contains
asbestos, contact the Department of Facilities, Office of Environmental Services at 6301 for
assistance.

ASBESTOS MANAGEMENT PLAN
A copy of the AMP must be maintained in the main office of each building and an identical AMP is
required to be maintained at the Department of Physical Facilities, Office of Environmental Services.
The AMP will be constantly updated as new information and records become available. The AMP
must be available for inspection by parents, employees, outside vendors, and other interested parties
upon request.
PROCEDURES
1) Each facility must annually notify parents, legal guardians, and employees of the availability
of their building’s AMP
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•

Print the Notification letter in the first newsletter sent home to parents and guardians
each school year. The Office of Environmental Services will send a reminder and a
copy of the proper wording to be used in the notification letter.

•

Post the notification letter at the location customarily used for posting of notices to
employees. This letter must remain posted throughout the year.

•

Maintain a copy of your building notification letter in your Asbestos Management
Plan and forward a copy to the Office of Environmental Services, Department of
Physical Facilities.

2) Six-Month Surveillance Reports
•

Building Services Leaders are required to carry out a visual inspection of all asbestoscontaining materials listed in the AMP every six months. The Office of
Environmental Services will send a reminder letter and the proper form required to
every school.

•

Maintain a copy of this completed inspection form with your Asbestos Management
Plan (AMP) and send a copy to the Office of Environmental Services, Department of
Physical Facilities.

3) New Occupancies
•

Before BCPS students or employees can occupy any new building or portion of a
building, it must be inspected for asbestos-containing materials. Contact the Office of
Environmental Services so this inspection can be conduct prior to occupancy.

All questions or concerns regarding asbestos should be directed to the Office of Environmental
Services.
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BLOODBORNE
PATHOGENS
CALL
Office of Health Services

6368

SITUATION DESCRIPTION
The OSHA Bloodborne Pathogen Standard is a federally mandated program designed to prevent
occupational exposure to blood and other potentially infectious materials that could result in the
transmission of bloodborne pathogens. This Standard covers all employees in order to prevent the
transmission of bloodborne disease. Employees reasonably anticipated to come in contact with blood
and other potentially infectious materials in performing their job responsibilities receive training, are
provided with appropriate personal protective equipment, and are offered the Hepatitis B vaccine.
The school nurse serves as the site-based program manager and is responsible for working with
administrators to ensure that employees are appropriately trained and referred for vaccination. The
school nurse is also responsible for managing suspected exposures.
The Standard also outlines specific procedures that must be followed should an “exposure incident”
occur.
PROCEDURES
•

Ensure annual training for employees on Standard Precautions.

•

Ensure accessibility of and notify employees of location of Exposure Control Plan.

•

Verify that appropriate personal protective equipment is being used and that appropriate
procedures and products for decontamination are being utilized.

•

Ensure that personnel who have been identified as eligible for the hepatitis B vaccine are referred
by the school nurse to the Office of Health Services for training and vaccination. Personnel
currently designated include:
all school nurses
all health assistants
staff at special schools
custodians on duty during school hours first and second shift
other employees who perform duties that may expose them to certain potentially infectious
body fluids as determined by the Office of Health Services.
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•

Ensure that the appropriate procedures for the cleaning and decontamination of any blood or body
fluid spills are used (See Exposure Control Manual).

•

The school nurse should be notified and manage all exposure incidents that occur during the
school day.

•

Follow procedures as outlined in the Manual of School Health Nursing Practice.

•

Maintain confidentiality of exposure incidents.

•

Report exposure incidents as workers compensation injury.
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BODILY INJURY
TO VISITOR
CALL
Office of Risk Management

4133

SITUATION DESCRIPTION
Board of Education Rule 2352 requires that bodily injuries, accidents, or medical emergencies
involving a visitor or member of the general public that occur at the site be recorded and reported to
the Office of Risk Management as soon as possible or within 24 hours of the incident.
School nurses are responsible for rendering emergency care to visitors who need first aid and/or
emergency care for health problems during the school day.
PROCEDURES
During School Day
Report of accident, injury, or medical emergency is received.
During the school day, the school nurse responds and renders emergency care or first aid.
All information is recorded by administrator or designee on Bodily Injury Report Form and sent to
the Office of Risk Management as soon as possible or no later than 24 hours after the incident.
Provide Injured visitor(s) with the phone number for the Office of Risk Management for follow-up
concerns.
The Office of Health Services, Office of Risk Management, and the appropriate Executive Director
will be notified immediately or within 24 hours if visitor is sent directly to the hospital from school
by ambulance.
After Hours
If the accident occurs after school hours, the individual is referred for medical treatment, or if
necessary, 9-911 is called.
After school hours, any Board of Education employee present or aware of the incident can make the
report to the Office of Building Security. The Office of Building Security will record all the
information received on the Bodily Injury Report Form and send it within 24 hours to the Office of
Risk Management. If the individual is transported by ambulance or the incident is serious, the Office
of Building Security may page the Risk Manager and report the incident immediately.
Provide visitor(s) with the phone number for the Office of Risk Management for follow-up concerns.
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CPR/FIRST AID
DESIGNATED BACKUP
CALL
Wellness Program

5424

SITUATION DESCRIPTION
COMAR 13A.05.05.09A, effective September 1995, requires that at least one adult in each school,
other than the designated school health services professional and the school health services aide, shall
be currently certified both in the First Aid Program of the American Red Cross or its equivalent and
in Adult and/or Pediatric Cardio-Pulmonary Resuscitation (CPR). One person so certified shall be
available on-site during the regular school day and at all school-sponsored athletic events.
PROCEDURE
•

Designate one employee other than school nurse and health assistant to serve as CPR/First Aid
Back-Up.

•

Submit name of employee to Wellness Program Specialist.

•

Verify that employee attends required training:
CPR Bi-Annually
First Aid Every 3 years
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CHILD ABUSE
AND NEGLECT
CALL
Child Protective Services (CPS)

410-853-3000

SITUATION DESCRIPTION
Board of Education Policy 5440 and Policy Services Manual code 103 extensively cover the issue of
child abuse, neglect, and mental injury for students and support the Annotated Code of Maryland,
Family Law Article, Title 5-Subtitle 7. The law mandates that “any person (employee or volunteer)
who has reason to believe that a child has been subjected to physical, sexual, or mental abuse, on or
off school property by a parent, guardian, caretaker of a household, or family member shall notify the
Department of Social Services or the appropriate law enforcement agency.” The same is true if there
is reason to believe a child has been neglected. Any person who knowingly fails to report suspected
child abuse or neglect is subject to suspension or dismissal and revocation of Maryland certification.
It is important to note that there is no statute of limitations in cases of child abuse and neglect.
Immunity is provided from any civil liability or criminal penalty to all employees and volunteers
who, in good faith, participate in the making of a report or the investigation of child abuse or neglect
or in any judicial proceedings.
Training in this policy and its procedures is required for all employees, student teachers, interns, and
volunteers at time of employment and on an annual basis. It is the principal’s or office head’s
responsibility to ensure training take place.
Board of Education Policy 4004, Suspected Child Abuse by an Employee of the Baltimore County
Public Schools, states that employees suspected of abuse must be dealt with in accordance with
applicable laws.
Board of Education Policy 4005, Dating or Sexual Relations Between Staff and Students, states that
“employees may not date students or exploit the teacher/student relationship by soliciting or actually
engaging in sexual relations with students.”
PROCEDURES
•

Ensure that suspected cases of child abuse and neglect are reported to appropriate agencies.

•

Maintain confidentiality of information and reports in accordance with policy.

•

Provide for required initial and annual training for all current and new employees or volunteers.

•

Appoint a Child Protective Services (CPS) Liaison, normally the school counselor.
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•

Inform all employees and volunteers of policies using the brochure of Child Abuse & Neglect.

•

Work in consultation with representatives from the Department of Social Services or Baltimore
County Police Department on issues such as notification of parent/guardian, the interviewing
process, and notice of removal.

•

See appropriate Board Policies and Pupil Services Manual for more detailed guidelines.

•

Consult with the Department of Student Support Services regarding issues relating to reporting
requirements and concerns about responses from the Department of Social Services.

•

Report all cases of Suspected child abuse and neglect of a student by an employee of the school
system to designee to Multidisciplinary Team.
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DRUG-FREE
WORKPLACE
CALL
Office of Risk Management

4133

SITUATION DESCRIPTION
Board of Education Policy and Rule 4001 states that “the use of illegal drugs and intoxicants in the
workplace will not be tolerated.” Consistent with the Federal Drug-Free Workplace Act of 1988,
Board of Education policy prohibits the unlawful manufacture, distribution, possession, or use of a
controlled substance or alcohol in any quantity in the workplace. “Workplace” consists of any Board
of Education owned, controlled, or leased property, or the location where any work is performed on
behalf of the Board of Education, e.g. field trips. Violation of the policy by employees will result in
disciplinary action up to and including termination.
(Refer to Policy & Rule for additional information)
PROCEDURES
•

Annually, inform employees of the policy.

•

Distribute the policy and rule statement.

•

Comply with requirements of the policy.

Commercial Drivers License (CDL) Holders
Offices that employ Commercial Drivers License Holders must comply with U. S. Department of
Transportation (DOT) drug regulations. This program is coordinated through the Office Risk
Management (4133) and the Office of Transportation (4321). Information and copies of the
regulations can be obtained from this office.
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FIRE SAFETY
CALL (Depending on assistance needed)
Baltimore County Fire Department
Department of Physical Facilities
Office of Risk Management

410 887-4880
6300
4133

SITUATION DESCRIPTION
Prevention is the key to eliminating the conditions that may contribute to the cause of any fire. Apart
from arson, major causes of school fires include improper handling and storage of flammable liquids,
overloaded electrical outlets, and excessive accumulation of rubbish. Many fires are a result of
changing the original designs use of a space. Wiring, ventilation, and construction are often
unsuitable for a new use, having not been considered during the original design and construction of
the school.
Numerous Federal, State, and Local Laws and Regulations have been enacted to protect against the
loss of life due to fire. The following sections are based on specific fire codes, not just recommended
procedures but actual laws, rules, and regulations for Fire Protection and Prevention.
PROCEDURE
Fire Drills
Schools must conduct a minimum of 10 fire drills per school year. Offices are also required to
conduct fire drills in a frequency necessary to ensure everyone is familiar with the procedures and
routines.
•

At least two fire drills must be conducted during the first two weeks of the school year and one a
month thereafter, for a total of 10 per year. When the weather is severe during the winter months,
at least six drills shall be held at the beginning of the school year and four drills after the winter
months to complete the ten required drills.

•

Announce the first fire drill of the school year in advance so that instructions can be given and
procedures established. Procedures, not time, should be most important for the first drill.

•

At least one fire drill in the fall and one in the spring should be conducted for adult education
programs.

•

At least one fire drill during the first week of any summer school program, or any special
programmed activity (e.g. summer recreation program) must be conducted.

•

Fire drills should be conducted under a variety of conditions: different times of school day, during
lunch periods, during class changes, during assemblies, etc. to avoid the distinction between drills
and actual fires.
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•

Drills should be conducted with a primarily exit route blocked to test the use of secondary exit
routes.

•

Each time a fire drill is conducted, the Office of Security must be contacted to alert personnel
monitoring all school fire alarm systems that a building evacuation drill is being conducted (not
an actual emergency situation). Once the drill has been completed, a follow-up call should be
placed to the Office of Security to verify that the building’s alarm signal was received by
monitoring personnel.

•

A record of each fire drill must be maintained at each school and office. These reports must
included the following:
1) Time and date the drill was conducted
2) Weather conditions at the time of evacuation
3) Number of occupants evacuated
4) Total time of evacuation
5) Other information relevant to the drill.

COPIES OF THIS REPORT MUST BE SUBMITTED TO THE OFFICE OF SECURITY,
PULASKI OFFICE.
Location of Classrooms
•

Rooms normally occupied by Preschool, Kindergarten, or First-Grade pupils shall not be located
above or below the story of exit discharge. (The story of exit discharge is that story or stories of
the building from which exits are primarily doors discharging directly outside essentially at grade
level. Where no such story exists, the story of exit discharge shall be that story with the smallest
elevation change needed to reach the level of exit discharge.)

•

Rooms normally occupied by Second-Grade pupils shall not be located more than one story
above the story of exit discharge.

Maintenance Means of Egress
•

It shall be the duty of Principals and Teachers to inspect all exit facilities daily in order to make
sure that all stairways, doors, and other exits are in proper condition. Exit discharge areas and
outside steps must be kept clear of snow, ice, or debris accumulations that could impede egress.

•

Exit doors must be easily opened from the side of egress. Only one locking or latching device is
permitted on any exit door. Locking devices that require the use of a key, tool, or special
knowledge to open from the egress side of the door are strictly prohibited.

•

Exit doors must never be chained, locked, or barred against egress when a building is in use.

•

Storage of any type is prohibited in a stairway. Clothing and personal effects shall not be stored
in hallways unless the building is protected by an automatic sprinkler system or the hallway is
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protected by a smoke detection system, or the storage is in metal lockers. Combustible or
flammable materials shall not be placed, stored, or kept in any portion of an exit.
•

Any fire door (e.g. stairwell door) that is designated to normally be kept closed (equipped with a
self-closing mechanism) shall not be blocked open. These doors may be equipped with a
magnetic hold open device if it releases the door automatically upon the activation of smoke
detectors, which are supervised by the building’s fire alarm system.

•

Mirrors shall not be placed in or adjacent to an exit in such a manner as to confuse the direction
of egress. Draperies and similar hangings shall not obscure an exit.

•

Vending machines, display boards, signs, coat racks and any other movable equipment that
obstructs the path of egress travel shall be prohibited.

Decorations and Art Work
•

The display of live or fresh-cut Christmas trees is prohibited in all educational buildings. Noncombustible artificial trees may be displayed in locations that will not interfere with egress.

•

Student-prepared artwork and teaching materials shall be permitted to be attached directly to the
walls and shall not exceed 20% of the wall areas.

•

Draperies, curtains, and other similar furnishings and decorations in educational occupancies shall
be flame resistant and certified as passing the flame resistance testing of NFPA 701.

Fire Extinquishers
•

All portable fire extinguishers must be checked monthly for obvious damage, broken seals, and to
ensure that the gauge is in the operable range or, if not equipped with a gauge, that they are the
proper weight. Building Service Leaders will conduct monthly fire extinguisher inspections.

•

A thorough inspection by trained personnel, following the maintenance procedures listed in
NFPA 10, the Standard for Portable Fire Extinguishers, is required on an annual basis. The
Department of Physical Facilities will conduct annual fire extinguisher inspections.

Emergency Lights
•

All emergency lighting systems shall be tested for proper operation for a minimum of 30 seconds
every month. Building Services Leaders will conduct the monthly emergency light operational
test.

•

On an annual basis, a test shall be conducted for the 1 1/2 –hour duration. Equipment must
function properly for the duration of the test.
Written records of all tests shall be maintained for review by the Fire Marshal.

•
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Storage of Flammable Materials
•

Volatile and flammable liquids (duplicating fluids, paints, paint thinners, oils, wax, gasoline, etc.)
must be stored in approved containers. Use of these materials shall be prohibited in areas where
there are open flames, electrical sparks, and running motors. Bulk storage of such materials shall
be in specified flammable liquid storage room only. In the absence of such a special room, they
must be stored in outside areas such as tractor storage rooms.

•

Power lawn mowers shall be stored in tractor rooms or in flammable liquid storage rooms.

General Housekeeping
•

Only items associated with the operations of the boiler room and/or mechanical rooms should be
stored in these areas.

•

Storage areas and supply rooms must be kept neat and orderly. Empty cartons, old decorations,
and other items should not be allowed to accumulate. Nothing should be stored any higher than
24” above the existing ceiling height.

•

All materials subject to slow oxidation (e.g. paint rags, wax rags, oil mops, etc.) should be stored
in approved closed metal containers until such time as they can be either laundered or properly
disposed of.

Areas of Assembly (Auditoriums, Gymnasiums, Multi-purpose Rooms)
•

All assembly rooms shall be posted with a sign displaying the maximum capacity as determined
by the district fire marshal.

•

When arranging folding seats or chairs for programs, aisleways for exiting must be maintained.
Aisles shall not be less then 36 inches wide where serving seats on one side only and not less then
42 inches wide where serving seats on both sides. The space between parallel rows of seats shall
not constitute an aisle. Not more than six seats shall intervene between any seat and an aisle. All
aisle spaces must remain unobstructed.

Electrical Equipment and Wiring
•

Cords and plugs on electrical equipment as well as extension cords must be visually inspected
before each use. This required inspection should include an examination for external damage and
defects (such as missing or deformed prongs, loose parts, or damaged outer jacket or insulation)
as well as evidence of possible internal damage (such as a pinched or crushed outer jacket).

•

Never overload an electrical outlets

•

Use only UL approved Grounded Three-prong Plug Heavy Duty Extension Cords. Extension
cords should never be used as permanent wiring.
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•

Keep wiring away from doorways and windows. Never run wiring or extension cords under
carpeting or above ceilings.
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FOOD SAFETY
CALL
Office of Health Services
Office of Food and Nutrition

6368
7855

SITUATION DESCRIPTION
Maryland State Department of Health regulation (COMAR 10.15.03.03) prohibits the preparation of
food for consumption by students in schools or school-sponsored events in non-licensed food
production facilities. Any potentially hazardous foods, such as any food requiring hot or cold
temperature control, cannot be brought to school by unlicensed individuals or facilities and be served
to students at school-sponsored functions. This direction is to prevent food-borne illness.
PROCEDURE
•

Schools should use licensed food service facilities.

•

Food purchased from a licensed food production facility that requires temperature control in
transporting may be brought to school under the following conditions:
1. School administrators must be able to assure that the food was transported and
handled in a safe and sanitary manner.
2. The package must be unopened.
3. Food not cooked immediately must be transferred to a refrigerator that is
maintained at 45 degrees or below, or a freezer.

•

Field trips to unregulated facilities serving food or beverages, for example, farms, should be
reviewed in advance by appropriate personnel.

•

Parents/volunteers who prepare food for school-sponsored events, such as grilling hamburgers
or hot dogs, must do so under the supervision of an Office of Food and Nutrition Services’
employee who has been trained in safe food handling and sanitation.

•

Home-prepared food for a single student does not fall under this regulation.
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HAZARD COMMUNICATION
AND TOXIC SUBSTANCES
(Employee Right To Know)
CALL
Office of Environmental Services

6301

SITUATION DESCRIPTION
COMAR 09.12.33.04, effective 1987, is designed to provide employees information about hazardous
substances found in their workplace. A hazardous substance is defined as any chemical which
exhibits either a physical hazard or a health hazard. Almost every chemical product found in our
facilities poses some potential hazard. The goal of this standard is to make employees
knowledgeable of these hazards and to provide them with the necessary tools to protect themselves
and others.
The key to this law is the Material Safety Data Sheet. Each chemical product has a Material Safety
Data Sheet that provides information on the proper handling of the product, the proper storage of the
product, the necessary personal protective equipment needed when using the product, the hazardous
ingredients of the product, and the proper disposal of the product. MSDS sheets have to be on-site
for any chemical product brought into the building. MSDS sheets are kept in a binder in the Health
Suite.
PROCEDURES (Building Administrator or Designee)
STEP 1:

CONDUCT A CHEMICAL INVENTORY

•

Survey your facility for all chemical products, regardless of quantities.

•

As you conduct your inventory, record the name of each product, information about the
manufacturer, and the general work area where the product is found within the building.

STEP 2:

COLLECT MATERIAL SAFETY DATA SHEETS

•

If one is not available, request a copy of the Material Safety Data Sheet (MSDS) from the
manufacturer or distributor for each substance noted during your survey.

•

Check with the person(s) who purchase your supplies to see if they have already obtained
Material Safety Data Sheets for products delivered to your facility.

•

The Material Safety Data Sheet Binder is kept in the Health Suite. Additional MSDS sheets may
be kept with the instructional program.
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STEP 3:

PREPARE A CHEMICAL INFORMATION LIST

•

Arrange your Material Safety Data Sheets in alphabetical order by common name or trade name.

•

Prepare a chemical information list for your facility (using the Material Safety Data Sheets and
your inventory to prepare your list). The list must:
Be arranged in alphabetical order according to the common name or trade name of each
product.
Contain the chemical name.
Identify the work area(s) where the hazardous chemicals are found within your facility.
Contain the date the chemical was added to your list.
Contain the name and address of your facility, the date of preparation, and the name and
telephone number of a contact person.
A fact sheet on how to prepare a chemical information list and a sample form are available
from the Maryland Office of Occupational Safety and Health, Training and Education Office,
(410) 880-4970.

STEP 4: SEND A COPY OF YOUR CHEMICAL INFORMATION LIST TO THE MARYLAND
DEPARTMENT OF THE ENVIRONMENT (MDE)
•

Mail a copy of your facility’s chemical information list to:
Maryland Department of Environment
Technical & Regulatory Services Administration
Right-To-Know
2500 Broening Highway
Baltimore, Maryland 21224

•

Keep documentation that you submitted your list to MDE.

STEP 5:

DEVELOP A SYSTEM FOR UPDATING

•

When new chemical products are obtained, they must be added to your chemical information list
within 30 days. As new chemical products arrive at your facility, make sure you receive Material
Safety Data Sheets. Be sure to include the date the chemical is added to your list.

•

At a minimum, your chemical information list must be re-alphabetized every two (2) years and
submitted to the Maryland Department of Environment at the same address listed under Step 4.
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STEP 6:

CHECK TO SEE THAT ALL CONTAINERS ARE LABELED

•

Inspect all containers of chemical substances to ensure they are labeled, tagged, or marked to
identify the product and any appropriate hazard warnings.

•

DO NOT REMOVE OR DEFACE EXISTING LABELS ON CONTAINERS.

STEP 7:
•

ENSURE THAT TRAINING OF ALL EMPLOYEES HAS OCCURRED

Provide training that covers all of the following items:
An explanation of the purpose of this law and employee rights under this law
An explanation of how the chemicals found in your facility can be hazardous
A discussion of how to control exposures to hazardous chemicals by using appropriate work
practices and control measures
An explanation of how employees can obtain information on what hazardous substances are
used in their facility
An explanation on how to use the information found on Material Safety Data Sheets and
product labels
A discussion of the importance that employees properly label portable receptacles which are
used to store chemical substances.

•

Document that training was given. Be sure to keep records that contain:
The names of persons trained
The dates and lengths of training sessions
The name of the individual(s) who conducted the training
The type of training provided, including an outline or lesson plan.

•

Train new employees prior to their initial assignment.

•

Provide additional training when new hazardous substances are introduced to your facility, when
the exposure to an existing hazardous chemical increases, or when additional information is
available on a product.

•

NOTE: Additional training guidelines may be obtained by contacting the Maryland Office of
Occupational Safety and Health, Training and Education Office, (410) 880-4970.
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•

STEP 8: HAVE A WRITTEN HAZARD COMMUNICATION PROGRAM AVAILABLE
WHICH IS SITE-SPECIFIC

•

Have available in writing how your facility’s Right-to-Know Program meets all of the
requirements of this law. Your written program must include:
Directions for gaining access to your chemical information list and Material Safety Data
Sheets.
A description of your employee training and education program.
An explanation of how containers are labeled.
A description of the hazards associated with chemicals in unlabeled pipes.

•

See appendix for a copy of the written hazard communication plan that is accepted by MOSH.
This form is a fill-in-the-blank plan that needs to be completed for each site. Also included is the
Chemical Information List form that needs to be completed and kept with MSDS sheets.

•

Update written program when changes occur.

NOTE: BY LAW, EACH FACILITY MUST, UPON REQUEST, PROVIDE ACCESS TO AND
COPIES OF THE CHEMICAL INFORMATION LIST, THE WRITTEN HAZARD
COMMUNICATION PROGRAM, AND MATERIAL SAFETY DATA SHEETS TO
EMPLOYEES, EMPLOYEE DESIGNATED REPRESENTATIVES, MOSH INSPECTORS, FIRE
OFFICIALS, AND OTHER ENTITIES SHARING YOUR FACILITY.
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HAZARDOUS
WASTE DISPOSAL
CALL
Office of Environmental Services

6301

SITUATION DESCRIPTION
At times it is necessary to dispose of hazardous waste. Below are suggested procedures for the
proper disposal of various materials that may produce health hazards.
PROCEDURES
Waste Oil
•

Put down absorbent material (i.e., sawdust) to block oil from drains or sewer lines.

•

Call Office of Environmental Services (6348). BCPS has a contract in place for the pick-up and
disposal of waste oil, waste oil with water, and antifreeze.

PCB’S Leakage From Fluorescent Light Ballast
•

Use gloves, eye protection, cloth, and Varsol.

•

Spray enough Varsol to completely cover the contaminated surface. It is necessary to complete
the wash/rinse a second time with Varsol to sufficiently cleanse contaminated surface.

•

Take precautions to contain any runoff resulting from the cleaning. Contaminated cleaning
materials (e.g., gloves, rags, etc.) must be placed in a plastic bag and disposed of in a container
marked “hazardous material.”

Paint
•

If paint can has one inch or less of liquid, take off lid, let paint dry out, then dispose of can and
dry material in dumpster.

•

If paint can has more than one inch of liquid, consolidate cans, if necessary, into five gallon
containers with lids (e.g., old paint can) then use waste disposal authorization form to request
removal of paint waste from your building.

Solvents
•

Leave materials in original containers. Do not mix any solvents.

•

Store in safe area until pick-up of material.
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•

Complete waste disposal authorization form.
Call Department of Physical Facilities, Office of Environmental Services, 6348.

Unknown Substances
•

Leave material alone. Do not disturb.

•

Secure area so that school personnel are not exposed.

•

Do not wet material or mix anything with it.

•

Call Department of Physical Facilities, Office of Environmental Services, 0470.
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HIV/AIDS PREVENTION
EDUCATION
CALL
Office of Health, Physical Education, Recreation
And Dance

4014

SITUATION DESCRIPTION
COMAR 13A.04.,15.04 requires personnel employed by a school system shall be provided annually
with information about AIDS and its prevention.
PROCEDURES
•

Verify that designated personnel has received HIV/AIDS education and awareness training.

•

Provide for annual update of information to staff.
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HIV/HBV GUIDELINES
FOR STUDENTS
AND EMPLOYEES
CALL (Assistance, if needed)
Office of Health Services

6368

SITUATION DESCRIPTION
Students
• Children infected with HIV/HBV are allowed to attend school.
•

There is no mandate that school personnel be informed of a child’s HIV/HBV status. It is the
parent’s/guardian’s right to determine if any school personnel should be informed.

•

If parental consent to share this information has been obtained, decisions about who needs to
be informed should be based on preventing transmission of HIV/HBV, assuring safety of the
infected child, and involving others whom the parents wish to be told.

•

Any school system personnel informed of a child’s HIV/HBV status must keep that
information confidential. This information should be conveyed by the school nurse who will
be able to answer any health/medically related questions.

•

Any information regarding a child’s health status cannot be shared with any member of the
community. It is recommended that any questions regarding the presence of a child who is
HIV/HBV infected be handled in the following manner.
•

Inform the person that it is against the law to share health information regarding students
to any person without parental consent.

•

Reassure the person the all staff members are trained annually in standard precautions.

•

Reassure the person that students are instructed to seek adult help in the event of any
injury. Students are instructed not to attempt to intervene or administer first aid.

•

Inform the person that any incidents involving student/student exposure are referred to the
school nurse who is trained in managing these incidents.

•

Direct the person to call the Office of Health Services at 6368 if there are unresolved
concerns.
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Employees
•

Any information regarding an employee's health status cannot be shared with any member of the
community. It is recommended that any questions regarding the presence of an employee who is
HIV/HBV infected be handled in the following manner.
•

Reassure the inquiring person that all staff members are trained annually in universal
precautions.

•

Inform the person that any incidents involving staff exposure are referred to the
school health nurse who will follow the county's Exposure Control Plan.

•

•
•

Direct the person to call the Office of Health Services, if there are unresolved
concerns.
Employees are not required to inform their employer about their HIV/HBV status.
If an employee's HIV/HBV status is revealed to any school personnel, this information cannot be
shared without the employee's consent.
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INDOOR AIR
QUALITY
CALL
Office of Environmental Services

6348

SITUATION DESCRIPTION
Factors, which include energy conservation measures, new building materials, maintenance practices,
and changes in building use can contribute to potential problems with air quality. It is important that
measures are taken to provide for good air quality, and adequate ventilation, and that issues
potentially related to indoor air quality be investigated and handled appropriately.
PROCEDURES
•

Report all issues related to indoor air quality concerns from students or staff to Environmental
Services immediately.

•

Cooperate with investigation and provide information that is relevant to investigation process. It
may be necessary for other departments and offices such as Health Services and Risk
Management to be involved based upon the situation.

FOR ADDITIONAL INFORMATION, CONTACT THE OFFICE OF ENVIRONMENTAL
SERVICES, 6348.
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INSURANCE PROGRAM
CALL
Office of Risk Management

4133

SITUATION DESCRIPTION
The school system is a member of the Maryland Association of Boards of Education (MABE) Group
Insurance Pool. The Pool provides casualty and property group self-insurance for each of the
participating school boards. As with any insurance or self-insurance program, these coverages are
subject to various exclusions, limitations, conditions, and deductibles.
The casualty group self-insurance program includes comprehensive general liability, business auto
liability and physical damage, and school board legal liability coverages. The Pool covers the Board
and its employees against third party bodily injury, property damage, or other types of claims alleging
that the Board or its employee(s) were negligent and caused injury or damage. The coverage for the
Board and the employees applies while Board members and employees are acting within the scope of
their duties.
Automobile liability and physical damage coverage applies to vehicles owned or leased by the Board
of Education. In addition, coverage for liability arising out of the use of a Board member’s or
employee’s personal automobile while it is being used to conduct Board business is afforded on an
excess basis over the individual’s own personal auto insurance. The auto physical damage coverage
does not extend to Board members’ or employees’ personal autos.
Property coverage applies to physical loss or damage to covered real and business personal property
of the Board of Education and, in certain instances, personal property of others in the Board’s care,
custody, or control. This coverage is subject to a considerable per occurrence deductible, currently
$5,000 for BCPS.
PROCEDURES
Report all potential bodily injury, property loss/damage (Board property or property of others), or
other types of claims to the Office of Risk Management on the appropriate form within 24 hours of
incident. Examples include auto accidents, slips and falls on Board premises, fires, water damage,
thefts, and accidents involving injury to a student.
Direct any questions concerning insurance coverage or payment of bills to the Office of Risk
Management. Contact the Office of Risk Management with requests for “certificates of
insurance” or evidence of self-insurance coverage. Request a risk management and insurance
review of any unusual or especially hazardous activities, curriculum programs, or use of
facilities. A few examples are use of aircraft such as helicopters or hot air balloons, fireworks,
carnivals or fairs sponsored by outside organizations, or wrestling events (outside of normal
student athletic competitions).
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INTEGRATED DISABILITY
MANAGEMENT PROGRAM
CALL
Office of Risk Management
Integrated Disability Management Representative

7609

SITUATION DESCRIPTION
Integrated Disability Management (IDM) involves the management of both non-occupational (sick
leave and sick leave bank) and occupational (worker’s compensation) illness and injury for the school
system.
The Integrated disability management program encompasses illness and injury prevention efforts,
rehabilitation, medical case management, and return to work programs. It coordinates benefits and
resources and provides administrators with information and assistance in handling illness and injury
of employees.
PROCEDURES
Non work-related illness and injury:
•

Report all employees absent from work for 10 + consecutive days to the IDM program, Office of
Risk Management, using the Extended Report of Absence Form.

•

Submit the completed form, along with any doctor’s notes by fax (confidential line: 410-3084720) or interoffice mail (IDM, Risk Management, Timonium Office) as soon as it is known that
the employee will be losing time from work.

•

Send any and all correspondence, doctor’s slips, or related information to the IDM program as
soon as it is received.

•

Maintain status update forms or sick leave bank approval forms in file at site.

•

If necessary, assist with paperwork required for transitional duty program.

Work-related illness and injury
Follow procedures found under “Work-related injuries: Worker’s compensation.”
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MOSH INSPECTIONS
CALL
Loss Control Representative
Office of Risk Management

4133

SITUATION DESCRIPTION
Section 5 (a) of the Occupational Safety and Health Act (Public Law 91-596) is known as the
“General Duty Clause” and states that “each employer shall furnish to each of his employees
employment and a place of employment which are free from recognized hazards that are causing or
are likely to cause death or serious physical harm to his employees and shall comply with
occupational safety and health standards promulgated under this act.” The Maryland Occupational
Safety and Health (MOSH) agency can inspect your site for several reasons including general
schedule inspections, a fatality or catastrophe, an imminent danger complaint, or an employee or exemployee complaint.
By law, MOSH inspectors may enter any establishment without delay at any reasonable time to
inspect the premises. Trained inspectors and industrial hygienists conduct unannounced on-site
inspections to identify hazardous conditions and secure their timely correction. At the beginning of an
inspection, the inspector will present credentials and inform the person in charge of the reason for the
visit and generally discuss the scope of the inspection, records to be reviewed, and the possibility for
employee interviews. A walk-around occurs and may take several hours or several days depending
upon the size of the site. The inspector may ask employees questions or ask them to demonstrate
procedures taught in applicable training programs. The inspector will request areas he/she wants to
view and the inspection should be limited to these areas.
Following the walk-around the inspector will have a closing conference with the building
administrator of the school. Any conditions or practices that constitute a violation will be discussed
with steps necessary to correct the violation. Violations will be forwarded to the Commissioner of
Labor who will determine citation(s) to be issued and time allowed for the correction of each citation.
PROCEDURES
•

Develop procedures and inform personnel in front office or reception area of procedures to be
followed if MOSH inspectors visit site.

•

Identify employer and employee representative that will accompany inspector on inspection.

•

Know location of program and applicable training records required to be kept by OSHA:
OSHA Log of Occupational Illness & Injuries.
Hazard Communications Program
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MSDS sheets and Chemical Information List
Bloodborne Pathogens Program
Personal Protective Equipment Program (if applicable)
•

Participate in closing conference and note violations discussed

•

Contact Department of Facilities for assistance with corrections of violations. Begin process to
correct non-contested violations as soon as possible.

•

If a hearing is required for contested violation, work cooperatively with Department of Facilities
personnel.
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MOSH LOG
SHEETS
CALL
Workers Compensation Program
Office of Risk Management

4165
4133

SITUATION DESCRIPTION
The Occupational Safety and Health Act requires the recording and reporting of occupational injuries
and illnesses. Each site must maintain a log of all recordable occupational injuries and illnesses. The
summary is to be completed from the log entries and posted at the site from Feb. 1 to April 30 of the
year following the year covered by the log. Forms and instructions will be sent to all schools before
January of the new year.
Any death of an employee from a work-related incident or the in-patient hospitalization of three or
more employees as a result of a work-related incident must be reported within eight hours orally by
telephone to MOSH (Maryland Occupational Safety and Health) or to OSHA 1-800-321-6742. The
following information must be provided: name of establishment, location of incident, time of
incident, number of fatalities or hospitalized employees, names of injured employees, contact person
and phone number, and brief description of incident.
PROCEDURES
•

Designate an individual to compile data, maintain and summarize the log sheet throughout the
year.

•

Follow all instructions distributed for completion and posting of the annual summary sheet.

•

Verify that the site-based administrator signs the summary before it is posted and the required
copy is sent to Risk Management.

•

Ensure that the summary is posted. The summary from the previous calendar year should be
posted no later than February 1 of the current year and remain in place until April 30.

•

Send a copy of the summary from the previous year to the Office of Risk Management by
February 1, so the yearly survey can be compiled for the Maryland Department of Labor.

•

Maintain original logs and summary on site for five years.

Section Five, Health Safety, & Risk Management Protocols - 34
Approved 10/14/02

Critical Response and School Emergency Safety Management Guide - BCPS

PERSONAL
PROTECTIVE EQUIPMENT
CALL (Assistance, if needed)
Department of Facilities

6311

SITUATION DESCRIPTION
Title 29, Code of Federal Regulations (CFR) Part 1910.132, requires BCPS to assess the workplace
to determine if hazards are present or likely to be present which would necessitate the use of personal
protective equipment. If such hazards are present, or are likely to be present, personal protective
equipment must be selected and issued to all affected employees. Training is also required for all
affected personnel on the need and proper use of all personal protective equipment. Examples of
personal protective equipment which may be required include hard hats, goggles, face shields, ear
plugs, steel-toed shoes, respirators, and gloves.
To determine personal protective equipment needs, a workplace hazard assessment must be competed
and kept on file at the site. Refer to “Guidelines for Conducting a Workplace Hazard Assessment,”
found in the appendix, for specific information.
PROCEDURES
•

Ensure that workplace hazard assessment has been conducted for appropriate employee
groups. Provide written certification that assessment has occurred using the form found in
“Guidelines” packet. Certification needs to be readily available and may be requested by
MOSH during an inspection.

•

Purchase and ensure that appropriate personal protective equipment is distributed and utilized.

•

Ensure that required training has taken place. Provide written certification of training using
form found in “Guidelines” packet. Certification needs to be readily available and may be
requested by MOSH during an inspection.

•

Keep appropriate records.
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PLAYGROUND
SAFETY
CALL (Depending on Assistance Needed)
Office of Grounds

6300

SITUATION DESCRIPTION
Accidents occurring on playground equipment are a major source of injuries. Because children can
be expected to use equipment in unintended and unanticipated ways, adult supervision is crucial to
playground safety. Nationally, the most common playground accident reported involves falls.
Nearly half of the reported injuries that result from falls are to the head and range from minor bruises
to skull fractures, concussions, brain damage, and even death. Other potential playground hazards
include impacts by swings or moving equipment, collisions with stationary equipment, and contact
with such hazards as protrusions, pinch points, sharp edges, hot surfaces, and debris found in the
playground area.
PROCEDURES
•

Ensure all teachers on staff receive training by the physical education teacher on appropriate
use of apparatus areas.

•

Ensure that all playground areas are inspected daily by the Building Services Leader or
Building Services Day Leader for broken glass and other dangerous debris.

•

Ensure that the Crew Chief for the Office of Grounds inspects your playground equipment
weekly and provides copies of their inspection report detailing the conditions observed.

•

When repairs to playground equipment become necessary, ensure that repairs are made by
authorized Grounds Services personnel or the manufacturer’s authorized representative only.

•

Playgrounds are designed and constructed for age specific users. Ensure that students only
use playground equipment appropriate for their age (ages 2 through 5 and ages 5 through 12).
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PROPERTY LOSS/DAMAGE
CALL

Police/Fire
Office of Risk Management
Office of Building Security

9-911
4133
6488

SITUATION DESCRIPTION
Property loss and damage need to be reported to assure proper handling of claims and expedite
immediate loss investigation. The school system purchases property and liability insurance and
coverage is available once the specified deductible has been met. Limitations and exclusions to the
property coverage may apply and in certain circumstances, liability insurance may provide the
coverage for property loss or damage that occurs. While the school system does not accept
responsibility for the personal property of students or employees, there may be certain situations
where coverage does exist. Additionally, limited property loss benefits for employees may exist as
outlined in the union agreements.
Property Loss/Damage is to be reported within 24 hours if it involves:
• BCPS property
• Personal property of employees brought to work to be used as an adjunct to employment
activities (see applicable Master Agreement)
• Personal property of students in BCPS care, custody or control
• Personal property of a third party (e.g. member of public).
PROCEDURES
If fire or theft involved immediately call 9-911.
If it is a major loss, contact the Office of Building Security and the appropriate Executive Director .
Property Loss/Damage Report Form is to be completed by Administrator designee and faxed (410308-4720) or sent to the Office of Risk Management, Timonium, within 24 hours.
Secure area and cooperate with appropriate investigation.
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Report Immediately so an
investigation
may
be
conducted

PROPERTY LOSS/DAMAGE
REPORTING FORM
Name of Person Reporting Loss: _____________________________________
School/Site Reporting Loss: _________________________________________
Phone #: _________Date Reported: ___________Date of Loss: ___________
Time: ________Location Loss Occurred: ______________________________
Loss/Damage Result of:
Fire
Act of Nature

Theft
Vandalism
Assault
Other _______________________

Water Damage

Loss/Damage Involves:
BCPS Property
Grounds
Building
Tools
Playground
Computer Equipment
Musical Instruments
Instructional Materials
Other________________________________________
Personal Property (including vehicles)
Employee
Medication
Musical Instrument
Student
Medication
Musical Instrument
Third Party (other than employee or student)
Medication
Musical Instrument

Other _________
Other _________
Other _________

*Name of Property Owner: ___________________________________________________________
Address:__________________________________________________________________________
_________________________________________________________________________________
Phone numbers: (H): _______________
Work: ________________________
Social Security #: (employees only)_________________________________
(*If more than one owner, list information on back of sheet.)
Details of Damage/Loss: (make, model, serial #, color, location at time of loss, etc.)
_________________________________________________________________________________
_________________________________________________________________________________
Estimated amount of damage/loss: ___________
Documentation of loss/value: Attached To follow
Report Filed:
Police
Fire
Report #: __________________
Risk Management (ext. 4133)
Security (ext. 6488)
Property Loss Coordinator (ext. 6300)
Send copy of Report within 24 hours by fax or interoffice mail to:
RISK MANAGEMENT, TIMONIUM OFFC: Fax #: 410-308-4720
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REASONABLE SUSPICION
DRUG/ALCOHOL TESTING
CALL
Office of Risk Management

4133

SITUATION DESCRIPTION
In accordance with the provisions of Policy and Rule 4001, employees may be tested for drugs and/or
alcohol when an administrator has a “reasonable suspicion” of on-the-job or job-related drug and/or
alcohol use or impairment. The employee will be transported and will report to the designated testing
center within two hours of being instructed to do so. Refusal to submit to drug or alcohol testing or
failure to arrive at the testing center within two hours is considered an act of insubordination, subject
to disciplinary action up to and including termination.
PROCEDURES
•

Inform all employees at the site of Rule 4001 “Drug-Free Workplace: Drug and/or Alcohol
Testing

•

Refer to Rule 4001 for all required procedures related to drug and/or alcohol testing.

•

If need for reasonable suspicion drug testing occurs, administrator will contact Office of Risk
Management immediately for assistance with process. If the Risk Manager is unavailable,
personnel in the Risk Management office can initiate back-up procedures.

•

Employee is to be transported to designated medical center for testing, and Authorization Forms
for Reasonable Suspicion Testing can be obtained from the Office of Risk Management.

•

If test results are positive for alcohol, or testing has occurred for controlled or other chemical
substances and pending results, arrangements will be made to transport employee to appropriate
destination after testing.

•

The employee may be referred for assistance to the Internal Employee Assistance Program (410887-5414).
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SAFE DRINKING
WATER
CALL (Depending on assistance needed)
Office of Environmental Services

6301

SITUATION DESCRIPTION
The Safe Drinking Water Act, passed by Congress in 1974 and amended in 1986 and 1996, was
implemented to protect the public health, regulate the nation’s public drinking water and its valuable
water sources (i.e., rivers, lakes, reservoirs, ground water, and springs). This framework for legally
protecting drinking water is enforceable by the United States Environmental Protection Agency
(USEPA). The USEPA regulates the National Primary Drinking Water Regulations, such as total
coliform, lead, and nitrates. Secondary Drinking Water Regulations are non-enforceable guidelines
adopted by the individuals States, such as pH, color, and iron. Maximum contaminant levels and
goals are established for each naturally occurring and man-made pollutant.
PROCEDURE
If any concern with the drinking water is suspected, contact the Department of Physical Facilities,
Office of Environmental Services at 6301.
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SAFETY
INSPECTIONS
CALL
Specialist, Office of Inspection/Code Enforcement

6300

SITUATION DESCRIPTION
Safety inspections are essential to maintaining acceptable standards of safety for physical facilities,
work environments and instructional practices. These inspections may be required and carried out by
outside agencies or may be internal inspections that are required and documentation of results need to
be maintained on file. Forms are provided for both external and internal inspections that are regularly
performed.
Additional Inspections
Other areas or materials that should be inspected on an ongoing basis by appropriate school personnel
include:
•

all electrical cords and plugs

•

chemical storage rooms

•

physical education equipment and apparatus

•

tools and related equipment

•

personal protective equipment

•

walkways and roadways.

PROCEDURE
•

Assist inspectors when necessary.

•

Maintain required documentation in appropriate locations.

•

Complete work order requests for any areas that need repairs.
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EXTERNAL INSPECTIONS
Type of Inspection

Performed by

Time period

Fire protection & prevention

Fire Department

Annually

-Compliance with health &
safety regulations
-Response to a received
complaint
-Re-inspection

Maryland Occupational
Safety
and Health (MOSH)

Unannounced at any
time; follow-up visits may be
scheduled

Kitchen Inspections

Health Department

Annually

Comprehensive Facility
Check

MSDE

Approx. 24 schools
completed per year

Comprehensive Property
Loss Inspection

Insurance Co.

Approx. 36 schools
per year

Pressure vessels (e.g., boilers,
hot water storage tanks, etc.)

Licensed inspectors

Every 2 years

Emergency generators

Outside contractors in
accordance with NFPA 110

Annually

Asbestos Containing
Materials

Accredited inspectors

Every three years

Bleachers

Outside contractor

Annually

Elevators, chair lifts,
dumbwaiters

Licensed inspectors

Annually
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INTERNAL INSPECTIONS
Type of Inspections

Performed By

Time Period

Loss Prevention Inspections

Loss Prevention
Representative

Annually, as needed

Playground Equipment

Office of Grounds personnel

Weekly

Fire extinguishers

-Building Service Worker
-Office of Comprehensive
Maintenance

Monthly

Asbestos-containing
Materials

Building Service Leader

Every six months

Automatic Sprinkler Systems

Designated maintenance
personnel

Visual-monthly
testing-quarterly

Bleachers

Appropriate school personnel

Monthly

Emergency Lights

Designated maintenance
personnel

Monthly
annual 1 hour test

Eyewash stations & drench
showers

Appropriate instructional
staff member

Monthly

Annually
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SCHOOL BUS
AND TRAFFIC SAFETY
CALL
Office of Transportation

4111

SITUATION DESCRIPTION
Each local school system shall be responsible for the safe operation of its pupil transportation system
and shall conform to the procedures and guidelines promulgated by the State Board of Education.
Local school systems may adopt policies and procedures which do not conflict with existing Federal
and State rules, regulations, policies, and procedures. These local policies and procedures may
exceed the minimum requirements established.
Each school board shall designate a person to be responsible for the administration of the pupil
transportation program.
Each school board shall have a school vehicle driver instructor.
The safe operation of pupil transportation system requires a cooperative effort on the part of the
Office of Transportation, school-based administrators, and parents. In that spirit, the following basic
delineation of responsibilities is offered; however, it is important to remember that overlap does
occur.
The Office of Transportation is responsible for the following areas:
•

Bus Drivers/ Attendants
°
°
°
°

•

Vehicles
°
°
°

•

Hiring
Training
Supervision
Appraisal

Specifications
Purchase
Maintenance, Repair, Inspection

Routes and Schedules
°
°
°

Establishment of safe bus stops
Establishment of safe and adequate routes
Investigation of all accidents
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PROCEDURE
•

Provide for instruction regarding appropriate student behavior while riding the bus
(reference: Student Behavior Handbook, Safe Travel To and From School).

•

Provide for instruction regarding safe loading and unloading practices (reference:
Curriculum Guide, Safe Travel To and From School).

•

Conduct two annual bus emergency evacuation drills for all students, including those who
are non-ambulatory and those not eligible for daily bus transportation services. These
drills should be scheduled and monitored in cooperation with the Office of Transportation.

•

Ensure compliance with Board of Education Policy and Office of Transportation
procedures for student field trips (reference policy 6153) Loss Control Manual- XVI (B).

•

Provide for the control and supervision of the school driveway during student arrival and
dismissal.

•

Coordinate use of traffic (crossing) guards with Police Department (phone: 7364 - Traffic
Guard Administrator) or Police Communications liaison at 410-307-2020.
1. Notify Police Department of any change in school schedule.
2. Notify Police Department of any change in arrival or dismissal times.
3. Have names and telephone numbers of traffic guards assigned to your school for
notification in case of an emergency closing.
4. Provide traffic guards with calendars and updates of school schedules.

•

Coordinate the use of School Safety Patrol (reference Loss Control Manual XVI (C).

•

Communicate with parents regarding unsafe pupil behavior.

•

Communicate with parents following any school bus accidents in which students are
involved.

Additional cross-reference material may be found in Board of Education Policy and Rule 3410.
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STUDENT
ACCIDENT REPORTING
CALL
Office of Risk Management
Office of Health Services

4133
6368

SITUATION DESCRIPTION
Board Rule 2352 requires that all student accidents and medical emergencies which meet any or all of
the following three criteria must be reported, without exception, on the Standard Student Accident
Report Form (BEBCO 49 615 98).
1. The student is sent home, to the hospital, or to a physician from school
following emergency care.
2. The student seeks medical evaluation or treatment.
3. The student misses more than a half a day of school.
4. Property damage of $20.00 or more is caused by the accident.
Report all accidents which occur in the school, on school grounds, walking to and home from school,
riding on a school bus, while attending athletic events, on field trips, or while participating in any
other school-sponsored program or events.
PROCEDURES
•

The school nurse initiates the follow-through on the Student Accident Report Form. The
completed form needs to be sent to the Office of Risk Management within 72 hours or no later
than one week after the injury occurs.

•

Any serious injuries should be reported immediately to the Office of Risk Management by phone,
and the completed form should be sent to the Office of Risk Management within 24 hours.

The Area office and the Office of Health Services (6368) should be notified immediately or within 24
hours if the student is sent directly to the hospital by ambulance from the school.
•

Distribute the copies of the form as noted on the bottom of the form in the following manner:
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White: For Employee’s (Teacher, Coach) initial handwritten Report
Yellow: Typed copy for Student Health Folder
Pink: Typed copy to Risk Management, Timonium Office
Bills submitted by parents/guardians or inquiries concerning payment need to be referred to
the Office of Risk Management.
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TOBACCO-FREE
SCHOOLS
CALL
Wellness Program
Office of Employee Benefits & Retirement 5424
SITUATION DESCRIPTION
Board of Education Policy 2372 establishes Baltimore County Schools as a smoke-free workplace.
Policy 2372 prohibits the sale or use of tobacco in school system buildings and vehicles at all times,
and the use of tobacco is prohibited on school grounds during the “official school day.” The policy
affects all students, employees, and the public and is in effect the entire calendar year.
The “official school day” is defined by the school administrator but must, at a minimum, include the
6.5 hours the students are in school.
Outside agencies or groups who use BCPS buildings need to be notified and are expected to comply
with the policy.
PROCEDURE
•

Inform all staff of the existing policy.

•

Define the “official school day” for the site.

•

Create a written policy statement concerning the “official school day” and make it available to
employees and the public.

•

Post smoke-free workplace signs on entrances to the building. Signs can be obtained from the
Wellness Program.

•

Inform outside groups of the policy.

•

Counsel, provide resources (available through wellness program), and if necessary institute
progressive disciplinary actions for employees who violate the policy.
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TRAUMATIC
LOSS TEAMS
CALL
Project Director of Traumatic Loss Teams

0291 or Emergency Pager
(410) 450-2796 or Home: (410) 879-

7636
Executive Director of Schools
Office of Communications
(Assistance, if needed)
Office of Employee Assistance
(Assistance for staff, if needed)

4171
5414

SITUATION DESCRIPTION
The Baltimore County Public Schools system has developed eight Traumatic Loss Teams (TLT) to
provide support to school staff and students in the event of a sudden death of a student or staff
member, a suicide, or suicidal threats in schools. Consultation is provided to administrators whose
schools have experienced losses due to a long-term or sudden illness, accident, murder, or suicide.
The TLT also serves as a supplement to the Student Support Services personnel.
PROCEDURE
Violent Death of a Student
The administrator maybe notified by the Project Director of TLT after notification by Baltimore
County Police Department in the case of a violent death of a school-aged youth. The Project Director
will identify the team which will be available to assist the school. Planning for crisis intervention
and coordination of support services can proceed at this time. Support services provided by TLT
include:
•
•
•
•
•

Phone consultation
All-day crisis intervention
Developmentally appropriate materials on bereavement and grief work for students and
parents
Briefing and debriefing with faculty and staff on recommended procedures
Sample letters to send home for parents on the grief process.

Death in School
•

In the case of a violent, public death, contact Area Executive Director, the Office of
Communications, and TLT Project Director (0291 or pager (410-450-2796). In case of
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accidental death or an anticipated death due to illness, contact TLT Project Director.
•

Plan and coordinate crisis intervention with TLT Project Director and other appropriate
personnel.

•

Discuss with TLT Project Director the most effective strategy for informing staff and
students. Any use of public address system is to be avoided. In the majority of cases,
teachers read a prepared statement to students in their classes and conducte a discussion as
appropriate.

•

In the case of a death of a school or office staff member, it is advisable to notify and involve
the Office of Employee Assistance (5414) and Risk Management (4133) in addition to the
Traumatic Loss Team.

Completed Suicide
•

Contact Area Executive Director and TLT Project Director. The use of a Traumatic Loss
Team is highly recommended.

•

Plan and coordinate a Traumatic Loss Team postvention procedure. Issues to be considered
include: need for trained personnel to augment local school personnel, identifying students
most likely to be directly affected by the suicide, informing and assisting faculty, contact with
the bereaved family, avoiding inappropriate school responses, and materials for students and
parents related to grief after suicide.

Suicidal Threats and Attempts
•

Assist Pupil Services member with required processes for handling suicide threats and
attempts as outlined in Pupil Services Manual Code 108.

•

Ensure that parents/guardians have been contacted regarding the threat or attempt and that
their responsibilities to obtain assistance for the student have been explained to them.

•

Know the referral resources for assistance of the suicidal student.

•

Publish the Maryland Youth Crisis Hotline number: 1-800-422-0009.
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USE OF FACILITIES
CALL
Office of Operations

6300

SITUATION DESCRIPTION
The Board of Education supports the use of school facilities for community purposes and is
committed to the concept of joint utilization of facilities. The use of facilities for community
purposes should not interfere with the scheduled school program, and Rule 1300 (Community
Relations: Use of School Facilities) provides information concerning shared use of facilities.
Regulations concerning the non-school use of public school facilities are found in the Physical
Facilities Manual.
PROCEDURE
•

Designate site-based Building use coordinator and provide person with copy of Physical
Facilities Manual (Section H of Manual contains Use of Facilities procedures).

•

Have applicant complete the Application for Use of School Facilities Form.

•

Review completed application from applicant and determine if activity can be approved at site
or if assistance/approval is needed from Physical Facilities and/or Risk Management (4133).

•

Approval for high exposure activities and use of facilities (such as fireworks & carnivals)
must be obtained from Physical Facilities and Risk Management and cannot be approved at
the site.

•

Follow guidelines and regulations for Use of Facilities found in Facilities Manual.

•

Once use is approved, review rules and regulations with applicant. If necessary, obtain
certificate of insurance from applicant.

•

Sign Application for Use of Facilities (an organization or individual may not use a facility
until the application has been approved and signed by the principal or designee) and distribute
copies as required on bottom of form.
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WORK RELATED
INJURIES
(Workers’ Compensation Procedures)
CALL
Workers’ Compensation Program
Office of Risk Management
Baltimore County Claims Management Unit:

4165
4133
8400

SITUATION DESCRIPTION
Workers’ Compensation is a program that provides benefits in the event an employee sustains a
work-related and compensable injury or illness while performing assigned duties during his/her work
hours. Substitutes, student teachers/interns, or volunteers, are also covered and any work-related
incident which results in personal injury or illness needs to be reported.
Additionally, consistent with Board Rule 2352, the Area Executive Director, and the Office of Risk
Management need to be notified immediately or within 24 hours if the employee, student
teacher/intern, or volunteer is sent directly to the hospital from school by ambulance
**** Please Note:

Additional procedures are necessary for reporting “exposure incidents” (OSHA
Bloodborne Pathogen Standard). The school nurse has been designated to
coordinate the procedures for this work- related injury.

PROCEDURE
Once an employee, substitute, student teacher/intern, or volunteer reports a work-related injury or
illness to the appropriate supervisor or designated site-based employee, The First Report Form for
Workers' Compensation must be completed. The form needs to be completed by the supervisor or
the site-based liaison; it is not to be completed by the employee.
The completed form is faxed (410-887-8426) or the information is called into the Baltimore County
Claims Management Unit (410-887-8400) within 24 hours.
The Supervisor or site-based liaison completes the top portion of the Medical Authorization Form
for work-related injuries and gives it to the injured employee to take with him/her to an approved
medical center or private physician. The bottom portion of the form should be completed by the
physician/provider and returned by the employee to the appropriate supervisor or administrator. An
Activity Status Report Form from one of the approved medical centers is also acceptable.
An injured person may be returned to “transitional duty” or may lose time from work due to the
injury. If the person is released to “transitional duty,” the supervisor or appropriate administrator
must review the written restrictions from the approved medical center or private physician. Then the
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supervisor or administrator must determine if the medical restrictions can be met and transitional duty
is available on site. If questions exist or transitional duty is not available at the site, the supervisor or
administrator needs to immediately contact the Workers Compensation (WC) Representative. The
WC Representative will attempt to provide possible alternative sites for “transitional duty” that can
meet the medical restrictions.
If an employee is placed off work, the supervisor or liaison must notify the WC Representative
immediately. All lost time must be authorized by a Board designated physician (e.g. approved
medical center) and if the person is going to his/her private physician and the provider determines
that he/she is unable to work, the person must be seen at one of the approved medical centers within
24 hours. Failure to substantiate or have lost time authorized by a Board Designated provider
or representative is a forfeiture of benefits for full pay as outlined in the Master Agreements. It
is not a denial of the claim or of any compensation due under the State Workers’ Compensation
law. If the lost time is deemed to be compensable, at any time, under Maryland law, the person will
be paid at the rate specified by law. The individual may also be required to return to the approved
medical center on a regularly scheduled basis if the time absent from work continues.
Appointments for revisits and or/physical therapy are to be scheduled after work hours and will not
be coded as workers' compensation leave. Exceptions will not be made unless written certification is
submitted from the provider that after-hour appointment times are not offered.
Claims are submitted to the Baltimore County Claims Management Unit and the claims unit
determines compensability. Confidentiality is essential and all requests for information and bills
relating to a claim will be referred to the claims unit or the Workers’Compensation Representative.
The address for the claims unit is:
Baltimore County Claims Management Unit
400 Washington Ave, Room 118
Towson, MD 21204
Enter recordable injuries and illness on the MOSH log sheet.
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APPENDIX 5
PREVENTIVE
MAINTENANCE
SCHEDULES

AIR HANDLING UNITS
CHECK BELT AND ALIGNMENT

X

X

X

X

CHECK HAND/OFF/AUTO SWITCH

X

X

X

X

CHECK VALVE FOR LEAKS

X

CLEAN CONDENSATE PAN

X

CLEAN INSIDE OF CABINET

X

X

X

X

CHANGE FILTERS

X

X

X

X

CHECK OPERATION OF UNIT

X

CHECK FOR WATER LEAKS

X

Prepared by TMA/CSB

Page 1
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SPECIAL

DECEMBER

NOVEMBER

OCTOBER

SEPTEMBER

AUGUST

JULY

JUNE

MAY

APRIL

MARCH

FEBRUARY

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

ATC COMPRESSOR
CHECK BELTS AND ADJUST

X

X

CHECK OIL LEVEL

X

X

X

CHECK OPERATION OF UNIT

X

X

X

BOILERS FIRE TUBE STEAM
CHECK LOW WATER CUT OFF

X

X

CHECK M&M FEED FLOAT
CHECK OPERATION OF BOILER

X
X

X

FLUSH ALL WATER SIDE SURFACES
BLOW DOWN MUD DRUMS

X
X

X

CLEAN FIRE INSPECTION GLASS

X

TEST SAFETY VALVES

X

CHECK ID FANS

X

Prepared by TMA/CSB

Page 2

10/14/2002

SPECIAL

DECEMBER

NOVEMBER

OCTOBER

SEPTEMBER

AUGUST

JULY

JUNE

MAY

APRIL

MARCH

FEBRUARY

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

BOILERS FIRE TUBE HYDRONIC
CHANGE LOW WATER CUT OFF

X

X

CHECK OPERATION OF BOILER

X

X

FLUSH ALL WATER SIDE SURFACES
BLOW DOWN MUD DRUMS

X
X

X

CLEAN FIRE INSPECTION GLASS

X

TEST SAFETY VALVES

X

CHECK ID FANS

X

BOILERS WATER TUBE
CHECK LOW WATER CUT OFF

X

X

CHECK OPERATION OF BOILER

X

X

FLUSH ALL WATER SIDE SURFACES
BLOW DOWN MUD DRUMS

X
X

X

CLEAN FIRE INSPECTION GLASS

X

TEST SAFETY VALVES

X

CHECK ID FANS

X

Prepared by TMA/CSB
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SPECIAL

DECEMBER

NOVEMBER

OCTOBER

SEPTEMBER

AUGUST

JULY

JUNE

MAY

APRIL

MARCH

FEBRUARY

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

BURNERS
CHECK FOR OIL LEAKS

X

X

CONDENSING UNITS
INSPECT FOR LEAKS

X

X

COOLING TOWER
CHECK OPERATION OF UNIT

X

CHECK FOR MICROBIAL GROWTH

X

CHECK FOR LEAKS

Prepared by TMA/CSB
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SPECIAL

DECEMBER

NOVEMBER

OCTOBER

SEPTEMBER

AUGUST

JULY

JUNE

MAY

APRIL

MARCH

FEBRUARY

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

FEBRUARY

MARCH

APRIL

MAY

JUNE

JULY

AUGUST

SEPTEMBER

OCTOBER

NOVEMBER

DECEMBER

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

DOMESTIC WATER HEATER
CHECK FOR LEAKS

X

EMERGENCY LIGHTS
TEST FOR PROPEROPERATION
EXIT LIGHTS
CHECK FOR PROPER OPERATION
EXHAUST FANS
CHECK OPERATION OF UNIT
FAN COIL UNITS
CHECK BELTS

X

X

X

X

CHECK/CLEAN CONDENSATE PAN

X

X

CHECK/CLEAN INSIDE OF UNIT

X

X

CHECK OPERATION OF UNIT

X

CHANGE AIR FILTERS
CHECK FOR LEAKS
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SPECIAL

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

PUMPS
CHECK FOR LEAKS

X

CHECK OPERATION OFUNIT

X

UNIT VENTILATORS
CHECK BELT AND ALIGNMENT

X

X

CHECK HAND/OFF/AUTO SWITCH

X

X

CHECK VALVE FOR LEAKS

X

X

CLEAN CONDENSATE PAN

X

X

CLEAN INSIDE OF CABINET

X

X

CHANGE FILTERS

X

X

X

CHECK OPERATION OF UNIT

X

X

X

CHECK FO R WATER LEAKS

X

X

X

Prepared by TMA/CSB
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SPECIAL

DECEMBER

NOVEMBER

OCTOBER

SEPTEMBER

AUGUST

JULY

JUNE

MAY

APRIL

MARCH

FEBRUARY

JANUARY

EACH VISIT

OPERATIONS SCHEDULE

MARCH

APRIL

MAY

JUNE

JULY

AUGUST

SEPTEMBER

OCTOBER

NOVEMBER

DECEMBER

X

X

X

X

X

X

X

X

X

X

X

X

REMOVE DEBRIS

X

X

X

X

X

X

X

X

X

X

X

X

CHECK FOR DAMAGE

X

X

X

X

X

X

X

X

X

X

X

X

SPECIAL

FEBRUARY

ASSURE THE DRAINS ARE CLEAR

EACH VISIT

JANUARY

OPERATIONS SCHEDULE

ROOFS

WATER TANKS
CHECK FOR LEAKS

X

OPEN AND CLEAN INSIDE
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AIR HANDLING UNITS
CALIBRATE THERMOSTATS
CHECK OUTSIDE AIR DAMPER
CLEAN COIL
CHECK DAMPER ACTUATORS
CLEAN FAN WHEELS
INSPECT FIRE DAMPERS
INSURE OUTSIDE AIR DAMPER
CLOSES WITH PE
LUBE SHUT OFF VALVE STEM
INSPECT AND LUBE LINKAGE

10/14/2002
MECHANICALPREVMSCH

CONTRACT
MAINTENANCE

HETING &
VENTILATION
CREW

PLUMBER
CREW

X
X
X
X
X

X
X
X

X
X

X
X

X
X

X
X

X
X

OIL/GREASE MOTOR - ROTATION
OIL/GREASE SHIFT BEARINGS
ATC COMPRESSOR
CHANGE OIL FILTERS
CHANGE OIL IN COMPRESSORS
CHECK AIR DRYER FILTERS
CHECK REDUCING STATION
CLEAN AIR DRYER COIL
DRAIN WATER FROM TANK
GREASE MOTOR
TEST SAFETY VALVE

ROTATION
SCHEDULE

WORK ORDERS

MECHANICAL PREVENTIVE MAINTENANCE SCHEDULE

X
X
X
X
X
X
X
X

X
X
X
X
X
X
X
X

1

COMMENTS

BOILERS FIRE TUBE STEAM
CHANGE GASKETS AS REQUIRED
GLASS
BOILERS FIRE TUBE HYDRONIC
GASKETS
BOILERS WATER TUBE
CHANGE ALL GASKETS
BURNERS
CHECK FIRE SCANNER X
CHECK ID FAN BELTS/ALIGNMENT X
SWITCH X
CHECK LOW WATER CUTOFF X
CKECK OPERATION OF BURNER X
CHANGE FUEL FILTERS X
CLEAN FUEL STRAINERS X
REPLACE FUEL FILTERS GASKETS X
IF ALSO GAS RUN ON #2 FUEL X
LUBE ID FAN AND BURNER MOTOR X

10/14/2002
MECHANICALPREVMSCH

CONTRACT
MAINTENANCE

HETING &
VENTILATION
CREW

PLUMBER
CREW

ROTATION
SCHEDULE

WORK ORDERS

MECHANICAL PREVENTIVE MAINTENANCE SCHEDULE

COMMENTS

X
X
X
X
X
X
X
X
X
X
X
X
X
X
X

2

Contract Maint. Div. To Augment In-house Manpower

CONDENSING UNITS
CHECK & ADJUST/REPLACE BELTS
CLEAN COILS

X
X

CONTRACT
MAINTENANCE

HETING &
VENTILATION
CREW

PLUMBER
CREW

ROTATION
SCHEDULE

WORK ORDERS

MECHANICAL PREVENTIVE MAINTENANCE SCHEDULE

X
X

COOLING TOWER
CLEAN OUT SUMP
CLEAN STRAINERS
DRAIN TOWER
SRAIN FEED WATER LINE
DRAIN CONDENSER WATER LINES
DOMESTIC WATER HEATER
FLUSH OUT & REPLACE GASKETS
CHECK SAFETY VALVES

X
X
X
X
X

X
X

X
X

PVI WATER HEATERS
INSPECT FOR PROPER OPERATION
HV EXHAUST FANS
CHECK BELTS REPLACE/ALIGN
OIL/LUBE MOTOR
OIL/LUBE SHAFT BEARINGS

10/14/2002
MECHANICALPREVMSCH

COMMENTS

X

X
X
X

X
X
X

3

Annually Per Preventive Maintenance Contract

FAN COIL UNITS
CHECK/CLEAN COIL
OIL/LUBE MOTOR
OIL/LUBE BEARINGS

CONTRACT
MAINTENANCE

HETING &
VENTILATION
CREW

PLUMBER
CREW

ROTATION
SCHEDULE

WORK ORDERS

MECHANICAL PREVENTIVE MAINTENANCE SCHEDULE

COMMENTS

X
X
X

PUMPS
LUBE MOTOR AND PUMP
UNIT VENTILATORS
CALIBRATE THERMOSTATS
CHECK OUSIDE AIR DAMPER
CLEAN COIL
CLEAN DAMPER OPERATIONS
CLEAN FAN WHEELS
CLOSES WITH PE SWITCH
LUBE SHUT OFF VALVE STEM
INSPECT AND LUBE LINKAGE
OIL/GREASE MOTOR
OIL/GREASE SHAFT BEARINGS
WATER TANKS
CHANGE GASKETS
CHECK SAFETY VALVES

10/14/2002
MECHANICALPREVMSCH

X

X
X

X
X
X
X
X
X
X
X
X
X

X
X
X
X

X
X

4

Contract Maint. Div. To Augment In-house Manpower

X

X

EMERGENCY & EXIT LIGHTING
Inspect for Proper Operation

X

X

X

X

RECEPTACLES & SWITCHES
Repair/Replace
Inspect for Proper Operation

X

SUMP PUMP MOTORS
Inspect for Proper Operation

X

X

RESTROOM EXHAUST FANS
Inspect for Proper Operation

X

X

STORAGE ROOM EXHAUST FANS
Inspect for Proper Operation

X

X

10/14/2002
ELECTRICALPREVMSCH

EVERY 3
YEARS

INTERIOR LIGHTING FIXTURES
Inspect for Proper Operation

ANNUAL

X
X

CONTRACT
MAINTENANCE

X
X

SPECIAL PROJ.
CREW

ROTATION
SCHEDULE

EXTERIOR LIGHTING FIXTURES
Inspect for Proper Operation
Inspect Time Clock for Proper Setting

EMERGENCY
CREW

WORK ORDERS

ELECTRICAL PREVENTIVE MAINTENANCE SCHEDULE

1

COMMENTS

WINDOW A/C UNITS
Inspect for Proper Operation
Repair/Replace

EVERY 3
YEARS

ANNUAL

CONTRACT
MAINTENANCE

SPECIAL PROJ.
CREW

EMERGENCY
CREW

ROTATION
SCHEDULE

WORK ORDERS

ELECTRICAL PREVENTIVE MAINTENANCE SCHEDULE

COMMENTS

X
X

X

Contracted Services to augment in-house staff

ELECT. SERVICE/SWITCH GEAR
Inspect for "Hot Spots" & Needed Repair
Tighten Lugs & Point of Termination

X
X

X
X

DISTRIBUTION PANELS
Inspect for Proper Operation
Repair/Replace

X
X

X

X
X

Contracted Services to augment in-house staff
Contracted Services to augment in-house staff

X
Contracted Services to augment in-house staff

SUB PANELS
Inspect for Proper Operation
Repair/Replace

10/14/2002
ELECTRICALPREVMSCH

X
X

X
X

2

Contracted Services to augment in-house staff

EXTERIOR HALLWAY DOORS
Adjust Closers
Inspect/Repair Panic Devices
Inspect/Repair Hinges
Inspect/Repair Locksets

SPECIAL
PROJECTS

10 YR.
ROTATION

COMMENTS
Emergency Response as Needed
Backcheck, Closure, Latch,& Speed

Emergency Response as Needed
Backcheck, Closure, Latch,& Speed

X
X
X
X

Emergency Response as Needed
Backcheck, Closure, Latch,& Speed

X
X
X
X

INTERIOR CLASSROOM DOORS
Inspect/Repair Hinges
Inspect/Repair Locksets

10/14/2002
GMPREVMSCH

ANNUAL

X
X
X
X

EXTERIOR CLASSROOM DOORS
Adjust Closers
Inspect/Repair Panic Devices
Inspect/Repair Hinges
Inspect/Repair Locksets
INTERIOR HALLWAY DOORS
Adjust Closers
Inspect/Repair Panic Devices
Inspect/Repair Hinges
Inspect/Repair Locksets

DOOR REPLACEMENT
LAVATORY STALL REPAIRS
CASEWORK REPAIRS
MASONRY REPAIRS

SEMI-ANNUAL

WORK ORDERS

GENERAL MAINTENANCE PREVENTIVE MAINTENANCE SCHEDULE

Emergency Response as Needed
X
X
X
X
X
X

Contracted Services to augment in-house staff

Emergency Response as Needed

1

SPECIAL
PROJECTS

10 YR.
ROTATION

ANNUAL

SEMI-ANNUAL

WORK ORDERS

GENERAL MAINTENANCE PREVENTIVE MAINTENANCE SCHEDULE

COMMENTS

PAINTING
Classrooms
Kitchen Areas
Hallways
Bathrooms
Cafeteria
Exterior (Various)

X
X
X

Services Provided by Contracted Maintenance

X
X
X
Emergency Response as Needed

FLOOR TILE
Floor Tile Repair
Floor Tile Replacement (Room)
Floor Tile Replacement (Area)
CEILING TILE
Ceiling Tile Repair
Ceiling Tile Replacement (Room)
Ceiling Tile Replacement (Area)
WINDOWS/GLAZING
Window Repair (Frames/Glass)
Window Hardware Repair
Window Caulking
Showcase Glass Repair
FIRE EXTINGUISHER MAINT.
SECONDARY LOCKER MAINT.

10/14/2002
GMPREVMSCH

X
X
X

Contracted Services to augment in-house staff
Contracted Services to augment in-house staff
Emergency Response as Needed

X

Contracted Services to augment in-house staff
Contracted Services to augment in-house staff
Emergency Response as Needed

X
X

X
X
X
X
X
X

Emergency Response as Needed

2

SOFTWARE SUBSCRIPTION/UPDATE
System Compatibility Verfication
SCHOOL BASED SERVER & WORK STATIONS
Back-up Database
Verify Communication w/ Devices
Verify Data Logging Functions
Perform Hard drive Maintenance Function
APPLICATION of CONTROLLERS
Verify Operation of Control Loops
Verify Operation of Motors & Valves

ANNUAL

SEMI-ANNUAL

QUARTERLY

MONTHLY

BUILDING AUTOMATION SYSTEM PREVENTIVE MAINTENANCE SCHEDULE

X

X
X
X
X
Verify operation of by adjusting setpoints
X
X

DEVICES
Temperature Sensors
Flow Meters
Relays
Reconcile BAS Programming & HVAC Changes

10/14/2002
DDCPREVMSCH

COMMENTS
Verify software compatibility throughout network

X
X
X
X

SYSTEM INSPECTION (HARDWARE)
Key Pads
Door Contacts
Cameras
Motion Sensors
Battery
SYSTEM REPAIRS (HARDWARE)
Key Pads
Door Contacts
Cameras
Motion Sensors
Battery Replacement

AS REQUIRED

2 YEAR
ROTATION

ANNUAL

QUARTERLY

WORKORDER

SECURITY SYSTEM PREVENTIVE MAINTENANCE SCHEDULE

COMMENTS
Complete Inspection Whenever Repairs are Executed

X
X
X
X
X
Based on the Results of Annual Inspections & Reported Faults
X
X
X
X
X

X

Log Maintained Showing Expected Expiration Date

SECURITY CODES
X

Reviewed
Modified

X

PROGRAM FORMATS
Back-up Formats
System Compatibility Verification

10/14/2002
SECURITYPREVMSCH

All Passcode User Lists Are Updated to Reflect Staff Changes
Updated/Modified as Required to Accommodate Staff Changes
Verify Program Formats/Compatibility Throughout Network

X
X

APPENDIX 6
PROJECT STATUS
REPORT

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT

DIST

CAPITAL

Arbutus ES

SW

1

CAPITAL

Arbutus MS

SW

1 Roof Replacement

MAJOR
MAINT.

Arbutus MS

SW

QZAB

Baltimore Highlands ES

QZAB

TYPE

SCHOOL

DESCRIPTION
K-2 Replacement & 5-12 system
retrofit

STATE
FUNDS

COUNTY
FUNDS

BID OR
START

AREA

October 2002

TENT.
COMP.

$30,000

6/1/2003

6/1/2003

$535,000

$752,493

1 Networking Electrical Upgrade

$62,000

$448,000

SW

1 Exterior Lighting

$45,000

Baltimore Highlands ES

SW

1 Health Suite Renovation

$35,000

SYSTEMIC

Battle Monument

SE

7 Plumbing/Electric/Networking

$469,000

AGING

Bear Creek ES

SE

7 Exterior Door Modif. (ADA)

$75,000

CAPITAL

Bear Creek ES

SE

7 retrofit

QZAB

Berkshire ES

SE

7 2,012 s.f. c. brd/1,868 s.f. t. brd

CAPITAL

Berkshire ES

SE

7 Window Replacement

REMARKS

Design fee required
7/24/01 (b)

4/1/2002

Construction complete- Punchlist
In-house design

$855,000

1/10/02 (b)

8/31/2002

Under Construction 90% complete

In house design

Apparatus Replacement & 5-12 system

Elect./Htg.
Syst./Plumb./Network/Kitchen

MAJOR
MAINT.

Campfield ECLC

NW

2

CAPITAL

Carney ES

NE

6 Oil Tank Removal

MAJOR
MAINT.

Carney ES

NE

6

CAPITAL

Carney ES

NE

6

Heating, Plumbing, ADA, Sprinkler,
Windows, Wiring
lighting, dual temp. piping, br. circuit
panels, exhaust system, hot water
piping

$30,000

11/1/2002

11/30/2002
In house design

$43,000
$198,500

$484,189

$658,000 $1,944,000

$1,000,000 $2,187,600

$274,550

$549,100

4/2/2002

8/2/2002

Under construction 95% complete

various

9/1/2001

Construction complete

8/1/2002

Complete
Under Construction 75% complete Coordinate UST removal

10/1/2001
1/30/2003
(b)

Group II-4 (east)

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002

CAPITAL

Carroll Manor ES

CN

6 Window Replacement

CAPITAL

Carroll Manor ES

CN

CAPITAL

Carroll Manor ES

CAPITAL

$176,721

4/2/2002

8/2/2002

6 K-2 Areas (2) Replacement

$50,000

6/1/2003

6/30/2003

CN

6 Chairlift & Modify side entry

$72,000

Carver HS

CN

4 Science Room Renovations

9/20/2001

8/23/2002

CAPITAL

Carver HS

CN

4 Theater Arts Center

AGING

Catonsville Alt. School

SW

1 Fire Escape Replacement

CAPITAL

Catonsville Alt. School

SW

1 Neworking

CAPITAL

SW

CAPITAL

Catonsville HS
Catonsville HS Tenant
House

AGING
CAPITAL

$140,500

$310,000

$450,000

$250,000
$108,000

5/15/02 (b)
11/14/02 (b)

1 Track Replacement

$275,000

9/1/01 (b)

SW

1 Structural/Code Repairs

$130,000

Catonsville MS

SW

1 Fire Alarm replacement

$140,305

Catonsville MS

SW

1 Roof Replacement

$315,000

Heating, Plumbing, ADA, Sprinkler,
Wiring

$610,550

MAJOR
MAINT.

Cedarmere ES

NW

3

CAPITAL

Cedarmere ES

NW

3 Boilers, UV's, Exhaust Fans

$427,700

MAJOR
MAINT.

Chadwick ES

SW

1 Heating, Plumbing, ADA, Sprinkler,

$636,000 $1,321,600

CAPITAL

Chadwick ES

SW

1 Chiller Replacement

CAPITAL

Chadwick ES

SW

1 Apparatus Area Replacement

$603,000 $1,578,200

$73,582

$588,400

Construction 97% complete- Punchlist

Schedmatic Design in review.

$95,000

$221,000

On hold for summer 2003

9/1/2002

Under Construction 10% complete
In design 95% complete

12/1/2001

Construction complete
Prop. Requested from On-Call for design

5/23/02 (b)

10/30/2002 Under Construction 95% complete

11/21/01 (b)

7/30/2002

Construction complete

10/1/2001

10/1/2002

Under Construction 96% complete

1/30/03 (b)
10/1/2001

$147,164

1/30/03 (b)

$25,000

8/1/2003

Group II - 2 (west)
9/30/2002

Under Construction 85% complete
Group II - 2 (west)

8/1/2003

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
Elect. Plumbing, ADA, Sprinkler,

MAJOR
MAINT.

Charlesmont ES

SE

7 Wiring

QZAB

Chase ES

SE

5 2,770 s.f. c. brd/1,320 s.f. t. brd

MAJOR
MAINT.

Chase ES

SE

5 Network.

CAPITAL

Chatsworth ES

NW

3 Repaving Entire Site

MAJOR
MAINT.

Chatsworth ES

NW

3 Wiring

CAPITAL

Chatsworth ES

NW

3 Roof Replacement

CAPITAL

Chatsworth ES

NW

3 Oil Tank Removal

CAPITAL

Chatsworth ES

NW

3 Time-out room

$50,000

3/13/02 (b)

8/23/2002

CAPITAL

Chatsworth ES

NW

3 Apparatus Area Replacement

$25,000

9/1/2003

9/1/2003

CAPITAL

Chesapeake HS

SE

5 Science Room Renovations

$630,000

6/21/2001

6/28/2002

Under Construction - 95% complete.
Punchlist.

CAPITAL

Chesapeake HS

SE

5 Open Space Renovations

$1,100,000

6/2/2001

6/28/2002

Under Construction - 95% complete.
Punchlist.

OPERATIN
G

Chesapeake HS

SE

5 Computer repair room

$120,000

3/11/02 (b)

8/23/2002

Chesapeake HS

SE

5 Humidity issues

Construction complete
Funding required . Maintenance to
review during cooling season.

MAJOR
MAINT.

Chesapeake Terr. ES

SE

7 Windows/Network

various

9/1/2001

Pr. Mgr. - Construction 99% complete

CAPITAL

Chesapeake Terr. ES

SE

7 Chiller controls

CAPITAL

Chesapeake Terrace ES

SE

7 K-2 and Apparatus Replacement

$650,000 $1,799,000

10/1/2001

8/12/2002

Construction complete
In house design

$46,500

Htg. Syst./Kitchen/Plumbing /
$590,000 $1,434,000
$150,000

various

$181,000

$336,500

Pr. Mgr. - Construction complete

10/1/2001

In-house Design 98% complete, 100k
added in FY02
Under Construction 93% complete,
10/18/2002 coordinate UST removal

4/1/01 (b)

10/1/2001

3/1/03 (b)

Heating, Plumbing, ADA, Sprinkler,
$99,000 $3,647,100

9/1/2001
9/1/2003

99% complete

Complete

$480,000

Construction complete

Elect./ Htg. Syst./ Kitchen/Plumbing/
$712,000 $1,386,000

AHU replacment, lighting (pot.),
$63,854

$137,708

3/30/03 (b)

$50,000

5/1/2003

Group I - 2 (east)
5/31/2003

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
CAPITAL

Chesapeake Terrace ES

Modify all toilet rms. & Upgrade

SE

7 serving line
Heating, Plumbing, ADA, Sprinkler,
Windows, Wiring

MAJOR
MAINT.

Church Lane ES

NW

2

QZAB

Colgate ES

SE

7 5,486 s.f. c.brd/3,552 s.f. t.brd

MAJOR
MAINT.

Colgate ES

SE

7 IT / Networking

CAPITAL

Colgate ES

SE

7 Networking & Electrical Upgrades

CAPITAL

Colgate ES

SE

7

MAJOR
MAINT.

Cromwell Valley ES

CN

4 Heating, Plumbing, ADA, Sprinkler

CAPITAL

Deep Creek ES

SE

5

CAPITAL

Deep Creek ES

SE

5 Oil Tank Removal

MAJOR
MAINT.

Deep Creek ES

SE

5 Windows, Wiring

MAJ
MAINT

Deep Creek MS

SE

5 ADA

SYSTEMIC

Deep Creek MS

SE

5 Heating System

AGING

Deep Creek MS

SE

5 Corr. Ceiling Repl.

AGING

Deep Creek MS

SE

5 Interior Doors

AGING

Deep Creek MS

SE

5 Fire Alarm System

CAPITAL

Deep Creek MS

SE

5 Network Wiring/Electric Upg

CAPITAL

Deer Park ES

NW

2 Parking Lot Expansion

$192,000
$948,000 $1,706,100

10/1/2001

10/25/2002 Under Construction 90% complete

$101,500

$60,707

Apparatus Replacement & 2-5 system
retrofit

$273,000

various

$121,414

3/30/03 (b)

$30,000

3/1/2003

4/1/2003

10/1/2001

10/1/2002

$607,000 $1,444,900

Parking Lot Expansion

Pr. Mgr. - moved to Phase II - in design
Group II-3 (east)

Under Construction 95% complete
Design 100% complete - Need additional
funding - On hold

$55,000

Complete

Heating, Plumbing, ADA, Sprinkler,
$838,000 $1,890,950

10/1/2001

8/1/2002

Under Construction 99% completeCoordinate UST removal

Windows, Ext Doors, Lighting, Elec,
$960,000

Under Construction 60% complete
1/31/2003

Under Construction 70% complete

$41,000

1/31/2003

Under Construction 35% complete

$120,000

1/31/2003

Under Construction 85% complete

$93,000

1/31/2003

Under Construction 85% complete

$400,000

$266,000

$500,000

$115,000
$75,000

12/01 (b)

D/B Design complete. Construction 90%
Design complete - Permits applied and
required, bid, over budget

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
Heating, Plumbing, ADA, Sprinkler,

MAJOR
MAINT.

Deer Park ES

NW

2 Wiring

CAPITAL

Deer Park ES

NW

2 Sprinkler, Domestic Plumbing

CAPITAL

Deer Park MS

NW

CAPITAL

Deer Park MS

CAPITAL

$249,000

$732,350

10/1/2001

$77,825

$155,650

3/30/03 (b)

2 Fire Alarm Upgrade

$83,143

3/07/02 (b)

9/1/2002

Under Construction 95% complete

NW

2 Time-out room

$10,000

3/13/02 (b)

8/16/2002

Deer Park MS

SE

5 Ref/Freezer Replacements

$150,000

6/01/01(b)

2/28/2002

Construction complete
Under construction 99% complete- CO
Work

CAPITAL

Dulaney HS

CN

4 Track Replacement

$275,000

3/24/02 (b)

8/16/2002

Construction complete

CAPITAL

Dulaney HS

CN

4 Boiler Replacement

QZAB

Dulaney HS

CN

4 Exterior Lighting

CAPITAL

Dulaney HS

CN

4 Science Room Renovations

$550,000

$770,000

9/6/01(b)

CAPITAL

Dumbarton MS

CN

4 Network Wiring/Electric Upg

$344,000

$147,000

12/4/01 (b)

11/30/2002 D/B Design complete. Construction 75%

AGING

Dumbarton MS

CN

4 Stage Lighting

$188,780

5/23/01 (b)

10/15/2002 Under Construction 95% complete

CAPITAL

Dundalk Bus Lot

SE

7

QZAB

Dundalk ES

SE

7 2,094 s.f. c.brd./1,248 s.f. t.brd

CAPITAL

Dundalk ES

SE

7 Boiler Room Roof

SYSTEMIC

Dundalk ES

SE

7 Window Replacement

CAPITAL

Dundalk ES

SE

7 HVAC piping & Exhaust fans

AGING

Dundalk HS

SE

7 Fire Alarm replacement

CAPITAL

Dundalk MS

SE

7 Windows / Network

$225,000

8/24/2002

Group II - 1 (west)

$225,000

In house design.
In-house design

$20,000

Repaving Entire Site

Under Construction 98% complete

12/1/2001

Under Construction - 95% complete

In-house Design, FY 02,request
additional funds - On hold

$50,000
$38,000

$70,257

12/15/02 (b)

4/30/2002

Under Construction 99% complete

$751,570

4/2/2002

8/2/2002

Under construction 95% complete

$140,514

3/30/03 (b)

$183,070

Group I - 2 (east)

5/23/01 (b)

10/15/2002 Under Construction 90% complete

3/18/03 (b)

8/15/2004

Elect./Htg. Syst. / Kitchen / Plumb./
$1,968,000 $3,577,385

In Design - 40% complete

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
CAPITAL

Dundalk MS

SE

7 Boiler/Burner Replacement

CAPITAL

Dundalk MS

SE

7 Oil Tank Removal

QZAB

Dundalk MS

SE

7 Audit Stage Renovations

AGING

Dundalk MS

SE

7 Café Window wall

Dundalk MS

SE

7 Condensation issue

CAPITAL

Eastern Tech HS

NE

5 Science Room Renovations

AGING

Eastern Tech HS

NE

5 ATC Renovation/Replacement

CAPITAL

Eastern Tech. HS

NE

5 Ref/Freezer Replacements

CAPITAL

Eastwood Center

SE

7 Oil Tank Removal

Eastwood Center

SE

7 Multi-Systemic

QZAB

Edmondson Hgts. ES

SW

1 3,892 s.f. c.brd/3,220 s.f. t.brd.

CAPITAL

Edmondson Hgts. ES

SW

1 Window Replacement

QZAB

Edmondson Hgts. ES

SW

1 Exterior Lighting

Elementary Schools

All

QZAB

Elmwood ES

NE

6 Chairlift

CAPITAL

Essex ES

NE

7 Apparatus Area Renovation

QZAB

Featherbed Lane ES

SW

2 4,936 s.f. c.brd./1,864 s.f. t.brd.

CAPITAL

Featherbed Lane ES

SW

2 Window Replacement

$166,000

$200,000

11/19/02 (b)

5/23/2003

In Design 95% complete. CD's to State
9/30/2002
Coordinate with Boiler replacement

$285,000

11/22/2002

7/1/2002

In house and on call electrical design
75% complete

$62,070

4/9/02 (b)

8/23/2002

Construction complete
Funding required . Maintenance to
review during cooling season.

$291,853

$535,000

3/1/01 (b)

1/1/2002

$1,500,000

$130,000

7/26/02 (b)

9/30/2003

Under Construction 1% complete

2/28/2002

Under construction 99% complete- CO
Work

$150,000

6/1/01 (b)

Construction complete

(PM) Tank Removal
9/16/2002

Under construction 65% complete.
Coordinate UST removal

$80,000
$213,000

$300,595

4/2/2002 (b)

On hold for summer 2003
In-house design
Funding available. Design to be
reviewed.

$45,000

Kitchen Exhaust Issue
8/15/2003

$40,000
$20,000

11/1/2002

$251,556

4/2/2002

In-house design

11/30/2002

$78,000
$362,500

Under construction 2% complete
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Apparatus Replacement & 5-12 system

CAPITAL

Featherbed Lane ES

SW

2 retrofit

$30,000

4/1/2003

CAPITAL

Fifth District ES

CN

3 Multi-Use Court Repl.

$100,000

2/26/2002

Under Construction 10% complete

CAPITAL

Fifth District ES

CN

3 Window Replacement

$123,050

4/2/2002

Under construction 2% complete

MAJOR
MAINT.

Fifth District ES

CN

3 windows/ Networking

CAPITAL

Fifth District ES

CN

3 Chairlift & Modify side entry

$72,000

OPERATIN
G

Food Ser. Warehouse

CN

3 Renovations

CAPITAL

Fort Garrison ES

NW

CAPITAL

Franklin ES

CAPITAL

$86,000

4/1/2003

Elect./Htg. Syst/ Kitchen / Plumb./
$801,000 $1,430,000

various

9/1/2001

$150,000

N/A

N/A

2 K-2 and Apparatus Replacement

$50,000

5/1/2003

5/31/2003

NW

3 Tank Replacement

$70,000

Franklin ES

NW

3 Roof Replacement

$234,000

$447,900

3/1/2002

CAPITAL

Franklin ES

NW

3 Window Replacement

$168,000

$146,482

4/2/2002

CAPITAL

Franklin HS

NW

3 Science Room Renovations

$810,000 $1,380,000

CAPITAL

Franklin HS

NW

3 Multi-Use Court Repl.

AGING

Franklin HS

NW

3 Stage Replacement

CAPITAL

Franklin HS

NW

3 Canopy

MAJOR
MAINT.

Franklin MS

NW

3 Windows/Networking

CAPITAL

Fullerton ES

NE

6 Repaving Entire Site

$100,000
$39,650

$50,000

Feasibility Study complete

On hold for possible natural gas
9/1/2002

Under Construction 99% complete
On hold for summer 2003
In Schematic Design

2/1/2002

12/30/2001 In-house design - 25% Complete

5/9/02 (b)

8/15/2001

Construction complete

8/1/2003

Design fee requested
In Design - 40% complete. DD to State
10/4/02

Elect./Htg./Kitchen/Plumbing/
$1,800,945 $3,836,337

Pr. Mgr. - Const. 98% complete,
sprinkler

8/02 (b)

On hold
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MAJOR
MAINT.

Fullerton ES

NE

6 Heating, Plumbing, ADA, Sprinkler

CAPITAL

Fullerton ES

NE

6 Apparatus Area Replacement

CAPITAL

Gen. John Stricker MS

SE

7 Roof Replacement

MAJOR
MAINT.

Gen. John Stricker MS

SE

7 Networking Electrical Upgrade

OPERATIN
G

Gen. John Stricker MS

SE

7 Floor Tile/Air Quality Duct Cleaning

QZAB

Glenmar ES

NE

5 3,272 s.f. c.brd/1,933 s.f. t.brd.

$58,500

QZAB

Glenmar ES

NE

5 Toilet Room Door Openings (6 doors)

$30,000

CAPITAL

Glyndon ES

NW

3 Repaving Entire Site

MAJOR
MAINT.

Glyndon ES

NW

3 Wiring

CAPITAL

Glyndon ES

NW

3 Oil Tank Removal

(PM) Tank Removal

Glyndon ES

NW

3 Roof/Ceiling

Funding required

MAJOR
MAINT.

Golden Ring MS

NE

6 Windows/Networking

CAPITAL

Golden Ring MS

SE

6 Roof Replacement

MAJOR
MAINT.

Golden Ring MS

NE

6 Networking Electrical Upgrade

CAPITAL

Grange ES

SE

7 K-2 and Apparatus Replacement

CAPITAL

Greenwood

CN

$0 $2,796,400
$25,000
$383,000

$558,788

$76,000

$442,000

6/2/2002

9/2/2002

7/1/2003

7/1/2003
Design fee required

7/24/2001

4/1/2002

$50,000

3/1/03 (b)

9/1/2003

In-house design
In design 80% complete/100k added in
FY02 - On hold

10/1/2001

8/1/2002

Under Construction 90% complete,
Coordinate UST removal

Heating, Plumbing, ADA, Sprinkler,
$89,000 $2,526,850

Elect./Htg./Kitchen/Plumbing/

4 Oil Tank Replacements

$1,313,448 $3,338,472

Construction complete- Punchlist

Funding available for Summer '02

8/15/2003
$150,000

CM at Risk/Under Construction 90%

8/02 (b)

8/1/2003

$170,000

$316,000

$54,000

$334,000

5/15/01(b)

2/25/2002

$50,000

4/1/2003

4/30/2003

In Design - 40% complete. DD to State
10/4/02
In design 99% complete
Construction complete - Media Ret.
being installed

Construction underway
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CAPITAL

Gunpowder ES

NE

5 Oil Tank Removal
Heating, Plumbing, ADA, Sprinkler,
Wiring

MAJOR
MAINT.

Gunpowder ES

NE

5

MAJOR
MAINT.

Halethorpe ES

SW

1 Heating, Wiring, ADA, Sprinkler

CAPITAL

Halstead ES

CN

4 Oil Tank Removal
Heating, Plumbing, ADA, Sprinkler,
Windows, Wiring

MAJOR
MAINT.

Halstead ES

CN

4

CAPITAL

Halstead ES

CN

4 K2 and App. Playground

CAPITAL

Harford Hills ES

NE

6 Oil Tank Removal

MAJOR
MAINT.

Harford Hills ES

NE

6 Windows, Wiring

QZAB

Hawthorne ES

SE

5 4,544 s.f. c.brd./1,692 s.f. t.brd.

CAPITAL

Hawthorne ES

SE

5 Window Replacement

CAPITAL

Hebbville ES

SW

2 Multi-Use Court Repl.

CAPITAL

Hebbville ES

SW

2 Heating oil tank removal

Tank removal
$1,145,000 $2,272,100
$280,000

$13,121,000

$957,300

10/1/2001

10/1/2002

Under Construction 90% complete

10/1/2001

8/23/2002

Under Construction 95% complete
Complete
Under Construction 88% completeCoordinate UST removal

$2,525,240

10/1/2001

10/1/2002

$50,000

5/1/2003

5/31/2003

Heating, Plumbing, ADA, Sprinkler,

Toilet Rms. & Health Suite Rms.,
Toiler Rm. Renovations

$980,000 $1,843,550

10/1/2001

10/1/2002

Complete
Under Construction 99% completeCoordinate UST removal

$71,500
$272,000

$500,314

3/26/02(b)

On hold for summer 2003

$100,000

2/26/02 (b)

Under Construction 10% complete
Tank Removal

QZAB

Hebbville ES

SW

2

CAPITAL

Hereford HS

CN

3 Parking Lot Improvements

AGING

Hereford HS

CN

3 Bleacher Replacement

CAPITAL

Hereford HS

CN

3 Networking

Hereford HS

CN

3 Water Tower Painting

Funding required

Hereford MS

CN

3 Roof Replacement

In design 40% complete

CAPITAL

$125,000
$285,000

5/9/02 (b)

$78,750
$161,000

10/31/02 (b)

$69,000

SHA bidding project. MON required
9/30/2002

Under construction 50% complete
D/B spec 30% complete
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CAPITAL

Hereford MS

CN

3 Roof Replacement

MAJOR
MAINT.

Hernwood ES

NW

2

CAPITAL

Hernwood ES

NW

2

CAPITAL

Hernwood ES

NW

CAPITAL

Hillcrest ES

SW

Heating, Plumbing, ADA, Sprinkler,
Wiring
Lighting (corr/café/adm/gym), ceilings
(part.)

$483,000

$679,225

$514,000 $1,200,700

Design fee required
10/1/2001

8/23/2002

$269,462

3/30/03 (b)

2 2-5 System completion & retrofit

$25,000

9/1/2003

9/1/2003

1 Additional Parking

$40,000

3/1/03 (b)

9/1/2003

Heating, Plumbing, ADA, Sprinkler,
Wiring

MAJOR
MAINT.

Hillcrest ES

SW

1

CAPITAL

Hillcrest ES

SW

1 Time-out room

QZAB

Holabird MS

SE

7 Hot Water Heater Replacement

QZAB

Holabird MS

SE

7 Exterior Door Replacement

MAJOR
MAINT.

Holabird MS

SE

7 Networking Electrical Upgrade

CAPITAL

Jacksonville ES

CN

6 K-2 and Apparatus Replacement

QZAB

Johnnycake ES

CN

6 2,422 s.f. c.brd
Elect. / Htg. System / Kitchen / Plumb /
Windows / Network
Apparatus Replacement & 2-5 system
retrofit
Student & Fac. Toilet Room
Renovations

MAJOR
MAINT.

Johnnycake ES

SW

1

CAPITAL

Johnnycake ES

SW

1

QZAB

Johnnycake ES

SW

1

MAJOR
MAINT.

Joppa View ES

NE

5 Wiring, ADA, Sprinkler

CAPITAL

Joppa View ES

NE

5 K2 and App. Playground

SYSTEMIC

Kenwood HS

NE

7 Casework, Tile, etc.

CAPITAL

Kenwood HS

NE

7 Tech. Building renov/addition

$134,731

$813,000 $1,974,000
$25,000
$50,000

Group II - 1 (west)

In-house design 75% complete. On hold

10/1/2001

10/25/2002 Under Construction 93% complete

3/13/02 (b)

8/23/2002

Construction complete

8/15/02 (b)

9/30/2002

Bid over budget. On hold.
Adv. To start

$100,000
$56,000

Under Construction 98% complete

$339,000

7/24/02 (b)

4/1/2002

Construction complete- Punchlist

$50,000

7/1/2003

7/1/2003

$2,370,000

various

9/1/2001

$30,000

12/1/2002

12/31/2002

$531,450

10/1/2001

8/1/2002

In design

$35,000

3/1/2002

4/30/2002

Construction complete

7/25/02 (b)

2/1/2003

PO required to start contractor

$30,000
Construction complete

$119,000
$0

Proposed for FY04 Capital Budget
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CAPITAL

Kenwood HS

NE

7 Roof Replacement

MAJ
MAINT

Kingsville ES

NE

5 Windows, Plmb/Elec/ADA/Htg

MAJOR
MAINT.

Kingsville ES

NE

5 Elect./Plumb / Networking

CAPITAL

Kingsville ES

NE

5 Kitchen Serving Line

CAPITAL

Lansdowne ES

SW

1 Heating Tank Removal
Heating, Plumbing, ADA, Sprinkler,
Wiring

$496,000

$193,000

$791,000
$975,000

6/1/00(b)

9/1/2001

Construction complete - Punchlist

$723,000

6/1/00(b)

9/1/2001

Construction complete - Punchlist

$13,680

3/26/02 (b)

10/1/2002

Design for Building Permit required

11/2/2002

Complete
Under construction 70% complete.
Coordinate UST removal

MAJOR
MAINT.

Lansdowne ES

SW

1

CAPITAL

Lansdowne ES

SW

1 UV's in clrms, HVAC in Adm/Gym

$177,000

$354,000

CAPITAL

Lansdowne HS

SW

1 Boiler Replacement

$225,000

$225,000

CAPITAL

Lansdowne MS

SW

1 Roof Replacement

$753,000 $1,035,378

QZAB

Lansdowne MS

SW

1 Gym Renovations

$200,000

MAJOR
MAINT.

Lansdowne MS

SW

1 Networking Electrical Upgrade

QZAB

Lansdowne MS

SW

1 Lighting Upgrade

CAPITAL

Lansdowne MS

SW

1 Health Suite Accessibility

CAPITAL

Loch Raven Academy

CN

4 Network Wiring/Electric Upg

CAPITAL

Loch Raven Academy

CN

4

Ref/Freezer Replacements

CAPITAL

Loch Raven HS

CN

4 Track Replacement

AGING

Loch Raven HS

CN

6 Elevator

MAJOR
MAINT.

Logan ES

SE

7

Heating, Plumbing, ADA, Sprinkler,
Electrical, Wiring

$881,000 $1,579,300

$54,000

Design complete. Adv. Started

10/1/2001
1/30/03 (b)

In house design.
Design fee required
4/10/02 (b)

$328,000

Group II - 2 (west)

7/24/02 (b)

$203,000
$50,000

10/15/2002 Under construction 80% complete
4/1/2002

Construction complete- Punchlist

8/1/2003

In design 50% complete

In house design complete
D/B Design complete. Construction 75%
11/30/2002 complete

$113,000

12/4/01 (b)

$150,000

6/1/01(b)

2/28/2002

Under Construction 99% completepunchlist

$275,000

4/23/02 (b)

9/1/2002

Under Construction 99% complete

$158,454

2/11/02 (b)

8/15/2002

Construction complete

$802,000 $1,522,300

10/1/2001

12/1/2002

Under construction 75% complete

$262,000
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CAPITAL

Logan ES

SE

7 Dom. Plumb.

CAPITAL

Lutherville ES

CN

CAPITAL

Maiden Choice Ctr.

SW

$187,450

3/30/03 (b)

4 K2 and App. Playground

$50,000

5/1/2003

5/31/2003

1 Time-out room

$25,000

3/13/02 (b)

8/23/2002

Systemic Renovations AC/Htg/Windows/Networking

CAPITAL

Maiden Choice Ctr.

SW

1

QZAB

Maiden Choice School

SW

1 Ramps at Cafeteria entrances

CAPITAL

Mars Estates ES

SE

7 retrofit

$93,725

Group II-3 (east)

$79,000 $2,798,000

7/1/2002 (b)

$50,000

6/13/02 (b)

8/15/2003

11/2/2002

11/30/2002

Construction complete
Under construction 5% complete
Construction complete

Apparatus Replacement & 5-12 system
$30,000

Modify toilet rms., Chairlift to stage &
Upgrade serving line

CAPITAL

Mars Estates ES

SE

7

CAPITAL

McCormick ES

NE

6 Oil Tank Removal

MAJOR
MAINT.

McCormick ES

NE

6 Wiring

$920,000 $2,200,800

CAPITAL

McCormick ES

NE

6 Boilers, Chiller

$266,594

CAPITAL

Middle River MS

NE

CAPITAL

Middle River MS

QZAB

$360,000
Complete

Heating, Plumbing, ADA, Sprinkler,
10/1/2001

Under Construction 85% complete10/12/2002 Coordinate UST removal

$533,188

3/30/03 (b)

5 Repaving Entire Site

$75,000

5/14/02 (b)

9/1/2002

Construction complete

NE

5 Locker Replacement

$170,000

6/26/02 (b)

2/1/2003

Under Construction 1% complete

Middle River MS

NE

5 Gym Renovations

$165,000

CAPITAL

Middle River MS

NE

5 Network Wiring/Electric Upg

$327,000

CAPITAL

Middleborough ES

SE

5 Tank Replacement

CAPITAL

Middleborough ES

SE

5 Oil Tank Removal

4/25/02 (b)
$140,000
$70,000

12/4/01 (b)

Group II-3 (east)

11/15/2002 Under Construction 75% complete
D/B Design complete. Construction 80%
11/30/2002 complete
Under Construction 1% complete
Under construction
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CAPITAL

Middlesex ES

NE

5

MAJOR
MAINT.

Milbrook ES

NW

2 Wiring, Electrical

$929,000 $2,150,300

CAPITAL

Milford Mill Academy

NW

2 Networking

$205,000

CAPITAL

Milford Mill Academy

NW

2 K-2 Replacement

AGING

Milford Mill HS

NW

2

CAPITAL

New Town ES

NW

3 Site design for fields

CAPITAL

New Town HS

NW

3 New High School

QZAB

Norwood ES

SE

7 2,912 s.f. c.brd/1,692 t.brd.

CAPITAL

Norwood ES

SE

7 Window Replacement

CAPITAL

Norwood ES

SE

7 K-2 Replacement

MAJOR
MAINT.

Norwood ES

SE

7 Windows/Network

CAPITAL

Oakleigh ES

CN

4 Kitchen Serving Line

QZAB

Old Court MS

NW

2 Hot Water Heater Replacement

CAPITAL

Old Court MS

NW

2 Boiler Replacement

QZAB

Old Court MS

SW

2 Exterior Door Replacement

CAPITAL

Old Court MS

NW

2 Time-out room

Window Replacement

$162,500

$298,321

4/2/2002

8/2/2002

Under construction 99% completePunchlist

10/1/2001

8/23/2002

Under Construction 95% complete

Heating, Plumbing, ADA, Sprinkler,

Locker Replacement

$88,000
$25,000

$229,144

D/B spec 70% complete
12/1/2002

12/31/2002

3/8/2002 (b)

8/23/2001

Under Construction 98% complete.
Punchlist.
In-house design to complete playing
fields

$7,886,000 $27,750,000

7/25/01 (b)

9/1/2003

Under Construction 62% complete

$235,389

4/2/2002

8/2/2002

Under construction 90% complete

$30,000

7/1/2003

7/31/2003

various

9/1/2001

$52,000
$294,000

Elect./ Htg. Syst./ Kitchen /Plumbing/
$1,146,000 $1,894,000
$13,680

3/26/02 (b)
7/11/02 (b)

$50,000

Pr. Mgr. - Construction 99% complete
Design for Building Permit required

8/16/2002

$187,500

Bid over Budget. On hold.
In house design.
Adv. To start

$60,000
$25,000

3/13/02 (b)

8/23/2002

Construction complete
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MAJOR
MAINT.

Old Court MS

NW

2 Networking Electrical Upgrade

CAPITAL

Old Court MS

NW

2 Ref/Freezer Replacements
Heating, Plumbing, ADA, Sprinkler,
Wiring

MAJOR
MAINT.

Oliver Beach ES

SE

5

CAPITAL

Orems ES

NE

5 Apparatus Area Replacement

AGING

Overlea HS

NE

6 Retaining Wall / Electrical System

CAPITAL

Overlea HS

NE

6

AGING

Overlea HS

NE

6 Gym Lockers

QZAB

Owings Mills ES

NW

3 3,932 s.f. c.brd/3,687 s.f. t.brd

$67,000

Elect./Htg. Syst / Kitchen / Plumb. /
Window / Network

Owings Mills ES

NW

3

CAPITAL

Owings Mills ES

CN

3 Orig. Building

CAPITAL

Owings Mills ES

CN

3 Water, Plumbing Fixtures, San. Lines

CAPITAL

Owings Mills ES

NW

CAPITAL

Owings Mills ES

CAPITAL

5/15/01(b)

2/25/2002

$150,000

6/1/01(b)

2/28/2002

Construction complete - Media Ret.
being installed
Under construction 99% complete- CO
Work

10/1/2001

8/16/2002

Under Construction 85% complete

12/1/2002

12/31/2002

4/8/02 (b)

9/1/2002

Under Construction 90% complete

8/21/01 (b)

6/1/2002

Under Construction 99% complete. CO
work.

$77,000 $2,526,850
$25,000
$193,000

Boiler Replacement

MAJOR
MAINT.

$395,000

$325,000

In house design

$100,000
$84,000
$1,114,000 $2,536,000

various

9/1/2001

Pr. Mgr.- Construction 90% complete
In design 99% complete

Electr. Wiring, Switchboard, Dom.
$600,000

3/30/02 (b)

3 K-2 and Apparatus Replacement

$50,000

12/1/2002

NW

3 Chairlifts & Modify all toilet rms.

$372,000

Owings Mills HS

NW

3 ATC

CAPITAL

Owings Mills HS

NW

3 Science Room Renovations

$420,000

AGING

Owings Mills HS

NW

3 Fire Alarm replacement

$213,318

$300,000

Group I - 1 (West)
12/31/2002

7/31/01 (b)
$600,000

Under Construction - 50% complete
Phase II complete, Phase III complete Punchlist

9/6/01 (b)

12/1/2001

5/23/01 (b)

10/15/2002 Construction complete
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CAPITAL

Padonia ES

CN

4 Heating Tank Removal
Heating, Plumbing, ADA, Sprinkler,
Wiring

MAJOR
MAINT.

Padonia ES

CN

4

CAPITAL

Padonia ES

CN

4 UV's

CAPITAL

Padonia ES

CN

4 K-2 and Apparatus Replacement

PTA

Parkville HS

NE

6 Stadium

SYSTEMIC

Parkville HS

NE

6 Heating Syst/Fire Alarm/Smoke Vents
Elect./Htg. Syst. / Kitchen / Plumb./
Windows / Network

$562,000 $1,267,850
$117,662

10/1/2002

$235,324

10/1/2001
1/30/2003
(b)

$50,000

6/1/2003

6/30/2003

Complete
Under construction 75% completeCoordinate UST removal
Group II-4 (east)

Schedule & estimate requested by school
$473,550 $1,446,097

12/1/00 (b)

9/1/2002

$2,448,764 $5,241,492

12/19/02 (b)

8/15/2004

Under Construction 95% complete
In Design - 50% complete. DD to State
8/28/02

MAJOR
MAINT.

Parkville MS

NE

6

CAPITAL

Parkville MS

NE

6 Cafeteria Roof

AGING

Parkville MS

NE

6 Stage Lighting

OPERATIN
G

Parkville MS

NE

6 Air Quality Duct Cleaning

$50,000

CAPITAL

Parkville MS

NE

6 Ref/Freezer Replacements

$150,000

CAPITAL

Patapsco HS

SE

7 Science Room Renovations

$265,000

$390,000

In Schematic Design

CAPITAL

Patapsco HS

SE

7 Boiler Replacement

$225,000

$225,000

In house design.

CAPITAL

Patapsco HS

SE

7 Roof Replacement

$938,000 $1,406,000

CAPITAL

Patapsco HS

SE

7 Heating Tank Removal

AGING

Patapsco HS

SE

7 Slab reinforcement

CAPITAL
SITE
IMPROVE
MENT

Perry Hall ES

NE

5 Window Replacement

Perry Hall HS

NE

5 Running Track Replacement

In design 40% complete
5/23/01 (b)

$193,420

10/15/2002 Under Construction 99% complete
8/9/2002

6/1/01 (b)

2/28/2002

On-Call Contract
Under construction 99% complete- CO
Work

Design complete. Adv. to start
In-house design required

$50,000

$7,000

4/10/02 (b)

8/1/2002

Construction complete

$206,000

$413,270

4/2/2002

8/2/2002

Under Construction 98% complete

$175,000

3/15/00(b)

9/1/2001

Construction complete

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
CAPITAL

Perry Hall HS

NE

5 Boiler Replacement

$225,000

$225,000

CAPITAL

Perry Hall HS

NE

5 Roof Replacement

$615,000

$989,000

7/31/02 (b)

CAPITAL

Pikesville HS

NW

2 Time-out room

$25,000

3/13/02 (b)

8/23/2002

Construction complete

AGING

Pikesville MS

NW

2 Canopy

1/30/03 (b)

9/1/2003

In-house design 10% complete

MAJOR
MAINT.

Pikesville MS

NW

2 Networking Electrical Upgrade

CAPITAL

Pine Grove ES

NE

6 Roof Replacement

CAPITAL

Pine Grove ES

NE

6 Oil Tank Removal

MAJOR
MAINT.

Pine Grove ES

NE

6 Wiring

CAPITAL

Pine Grove MS

NE

6 Accessibility to Fields

CAPITAL

Pine Grove MS

NE

6 Network Wiring/Electric Upg

Pine Grove MS

NE

6 Exterior Wall Water infiltration

Funding required (ASP 03?)

Pinewood ES

CN

3 Oil Tank Removal

PM Tank removal (on hold)
Under construction 70% completeCoordinate UST removal

CAPITAL

$200,000

In house design.
Under construction 1% complete

$61,000

$361,000

5/15/01(b)

2/25/2002

Construction complete

$254,000

$488,100

4/30/01 (b)

9/1/2002

Under Construction 90% complete

Complete

Heating, Plumbing, ADA, Sprinkler,

Heating, Plumbing, ADA, Sprinkler,
Windows, Wiring

$837,000 $1,402,700

10/1/2001

10/1/2002

$80,000
$346,000

$148,000

Design in Review - funding issue
12/4/01 (b)

D/B Design complete. Construction 95%
11/30/2002 complete- Media Ret. Required

MAJOR
MAINT.

Pinewood ES

CN

3

CAPITAL

Pinewood ES

CN

3 Classroom UV's, Boilers

$103,000

$206,000

3/30/03 (b)

CAPITAL

Pleasant Plains ES

CN

4 Roof Replacement

$221,000

$418,200

4/30/01 (b)

1/1/2002

CAPITAL

Pleasant Plains ES

CN

4 K2 and App. Playground

$90,000

4/1/2003

4/30/2003

$731,000 $1,728,525

Under Construction 95% completeCoordinate UST removal

10/1/2001

10/1/2002

Group II-3 (east)
Construction Complete
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CAPITAL

Pot Spring ES

CN

4 Parking Lot Expansion

CAPITAL

Pot Spring ES

CN

4 Heating oil tank replacement

MAJOR
MAINT.

Pot Spring ES

CN

4 Sprinkler, Windows, Wiring

MAJOR
MAINT.

Powhatan ES

NW

2 Wiring, Electrical

CAPITAL

Prettyboy ES

CN

3 Water piping, San. piping

$289,850

MAJOR
MAINT.

Prettyboy ES

CN

3 Htg. Syst/ Plumb./ Windows/Network

$748,000 $1,185,000

CAPITAL

Randallstown ES

NW

2 Multi-use court

CAPITAL

Randallstown ES

NW

2 Addition/Renovation

CAPITAL

Randallstown HS

NW

2 Boiler Replacement

CAPITAL

Randallstown HS

NW

2 Ref/Freezer Replacements

MAJOR
MAINT.

Red House Run ES

NE

7 Wiring, Electrical

$840,000 $1,879,400

CAPITAL

Red House Run ES

NE

7 RTU's, Chiller, Dom. Plumbing

$292,153

MAJOR
MAINT.

Reisterstown ES

NW

3 Wiring

CAPITAL

Reisterstown ES

NW

3 Oil Tank Removal

CAPITAL

Relay ES

SW

1 Repaving Entire Site

CAPITAL

Relay ES

SW

1 Oil Tank Removal

MAJOR
MAINT.

Relay ES

SW

1 Wiring

$25,000

3/1/03 (b)

9/1/2003

On hold

$1,224,000 $2,473,500

10/1/2001

10/1/2002

Complete
Under Construction 95% completeCoordinate UST removal

$1,054,000 $2,873,200

10/1/2001

11/8/2002

Under Construction 80% complete

9/1/2001

Group I - 2 (east)
Pr. Mgr. - Construction 85% complete,
sprinkler work

Heating, Electrical, Plumbing, ADA,
Heating, Plumbing, ADA, Sprinkler,
Condensor repl., AHU Controls, Dom.
$579,700

3/30/03 (b)
various

In house design
$1,600,000 $5,000,000
$225,000

8/22/00(b)

3/27/2002

$225,000
$150,000

In house design
2/28/2002

10/1/2001

Under construction 99% complete.
12/22/2002 Coordinate UST removal.

3/30/03 (b)

Group II-3 (east)

Heating, Plumbing, ADA, Sprinkler,
$1,042,000 $2,059,850

Under construction 99% complete- CO
Work

6/1/01(b)

Heating, Plumbing, ADA, Sprinkler,

$584,366

Under construction 99% complete- CO
Work

10/1/2001

10/1/2002

Under Construction 85% complete Coordinate UST removal
Complete

$50,000

FY 03 Request Additional funding
Under construction

Heating, Plumbing, ADA, Sprinkler,
$781,000 $1,773,000

10/1/2001

8/23/2002

Under Construction 90% complete
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CAPITAL

Riderwood ES

CN

4 Oil Tank Removal

PM Tank removal

MAJOR
MAINT.

Riderwood ES

CN

4 Systemic Renovations

Under Construction 80% complete

CAPITAL

Riderwood ES

CN

4 K-2 and Apparatus Replacement

$50,000

4/1/2003

4/30/2003

CAPITAL

Ridgely MS

CN

4 Time-out room

$50,000

3/13/02 (b)

8/15/2002

MAJOR
MAINT.

Ridgely MS

CN

4 Networking Electrical Upgrade

$42,000

$365,000

5/15/01(b)

2/25/2002

Construction complete
Construction complete. Media Ret. being
installed

AGING

Ridgely MS

CN

4 Exterior Lighting

$73,300

4/10/02 (b)

10/1/2002

Construction complete- Punchlist

Riverview ES

SW

1 Roof/Ceiling

CAPITAL

Riverview ES

SW

1 Window Replacement

$246,000

QZAB

Riverview ES

SW

1 Toilet Room Accessibility

$150,000

CAPITAL

Rodgers Forge ES

CN

4 Window Replacement
Elect./Htg. Syst/Kitchen/Plumb/
Windows / Networking

MAJOR
MAINT.

Rodgers Forge ES

CN

4

CAPITAL

Rodgers Forge ES

CN

4 Modify all toilet rooms

CAPITAL

Rosedale Alt. School

SE

7 Networking

Funding required

$90,000

$492,000

3/30/03 (b)

Group II - 1 (west)
In-house design

$215,215

$1,049,000 $1,487,000

4/2/2002

8/2/2002

Under construction 95% complete

various

9/1/2001

Pr. Mgr. - Construction 98% complete

$216,000
$247,000

$106,000

11/14/02 (b)

D/B spec 95% complete

Tank Conversion and new new above
ground tank.

CAPITAL

Rosedale Bus Facility

NE

7

CAPITAL

Ruxton/Ridge School

CN

3 Window Replacement

AGING

Sandalwood ES

SE

5 Exterior Door Replacement

$93,500

MAJOR
MAINT.

Sandalwood ES

SE

5 Wiring, ADA, Doors, Sprinklers

$82,000

CAPITAL

Sandalwood ES

SE

CAPITAL

Sandy Plains ES

SE

Complete
5/15/02 (b)

1/1/2003

Under construction 2% complete

3/8/02 (b)

8/15/2001

Under construction 98% complete

$655,277

10/1/2001

9/25/2002

Construction complete

5 retrofit

$30,000

7/1/2003

7/1/2003

7 Time-out room

$35,000

3/13/02 (b)

8/23/2002

$110,000

$431,000

Apparatus Replacement & 5-12 system

Construction complete

DEPARTMENT OF PHYSICAL FACILITIES

School Sort

PROJECT STATUS REPORT
October 2002
Heating, Plumbing, ADA, Sprinkler,

MAJOR
MAINT.

Sandy Plains ES

NW

2 Wiring, Electrical

CAPITAL

Sandy Plains ES

NW

2 Chiller, Clrm. Lighting, Plumbing

CAPITAL

Scotts Branch ES

NW

2 Resurfacing Lot

QZAB

Scotts Branch ES

NW

2 2,668 s.f. c.brd/2,800 s.f. t.brd.

QZAB

Scotts Branch ES

NW

2 Renovations & Chairlift

$1,313,000 $2,394,000
$170,044

10/1/2001

8/22/2002

Under construction 70% complete

$340,088

3/30/03 (b)

Group II - 1 (west)

$50,000

5/14/02 (b)

8/9/2002

Construction complete

10/1/2001

9/25/2002

Under construction 95% complete

$60,000

Student & Fac. Toilet Room
Heating, Plumbing, ADA, Sprinkler,
Electric, Wiring

MAJOR
MAINT.

Seneca ES

SE

5

CAPITAL

Seneca ES

SE

5 Sprinkler, Fire Alarm, Boilers

MAJOR
MAINT.

Seven Oaks ES

NE

5 Wiring, ADA, Sprinkler
Heating, Electrical, ADA, Sprinkler,
Wiring

$160,000
$900,000 $1,716,000
$235,953

$471,906

3/30/03 (b)

$0

$377,300

10/1/2001

7/25/2002

Construction complete

10/1/2001

10/1/2002

Under Construction 99% complete

MAJOR
MAINT.

Seventh Dist ES

CN

3

CAPITAL

Shady Spring ES

NE

6 Oil Tank Removal

MAJOR
MAINT.

Shady Spring ES

NE

6 Wiring

CAPITAL

Southeast Tech. HS

SE

7 Science Room Renovations

CAPITAL

Southeast Tech. HS

SE

7

Waste Oil tank replacement

AGING

Southwest Academy

SW

1 Fire Alarm replacement

$177,112

CAPITAL

Southwest Academy

SW

1 Boiler Replacement

$225,000

QZAB

Southwest Academy

SW

1 Exterior Door Replacement

$60,000

QZAB

Southwest Academy

SW

1 Parking lot lighting

$50,000

$75,000 $1,552,650

Group II-3 (east)

Complete

Heating, Plumbing, ADA, Sprinkler,
$80,000 $3,163,850
$145,000

$197,000

10/1/2001

10/1/2002

Under Construction 99% completeCoordinate UST removal

9/20/2001

8/23/2002

Under Construction 98% complete.
Punchlist.
In house design required and location
required

5/23/2001

10/1/2002

$225,000

Under Construction 95% complete

In house design.
Adv. To start
7/15/02 (b)

1/1/2003

Construction complete- Punchlist
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CAPITAL

Sparrows Point HS

SE

7 Science Room Renovations

CAPITAL

Sparrows Point HS

SE

7 Interior handicapped ramps

ROOFING

Stemmers Run MS

NE

5 Roof Replacement

MAJOR
MAINT.

Stemmers Run MS

NE

5 Networking Electrical Upgrade
Elect./Htg. Syst. / Kitchen / Plumb./
Windows / Network

MAJOR
MAINT.

Stemmers Run MS

NE

5

CAPITAL

Stoneleigh ES

CN

4 Cafeteria Addition

CAPITAL

Stoneleigh ES

CN

4 Multi-use court/Lot lighting

CAPITAL

Stoneleigh ES

CN

4 K2 and App. Playground

CAPITAL

Summit Park ES

NW

2 Heating Tank Removal
Heating, Plumbing, ADA, Sprinkler,
Windows, Wiring

9/20/2001

8/16/2002

$15,000

6/26/02 (b)

$306,000

$579,000

3/30/2001

$72,000

$419,000

7/24/01 (b)

Under construction 2% complete
Phase I - complete, Phase II - complete.
10/15/2001 Punchlist.
Construction complete- Punchlist Media
4/1/2002 Ret. Required

$466,235 $2,391,191

8/02 (b)

8/1/2003

In Design - 30%

$441,000 $2,137,000

6/28/01(b)

9/1/2002

Construction complete
In house design, 70% complete

$35,000

9/1/2001

9/30/2001

Apparatus area complete

8/1/2002

$306,724

10/1/2001
1/30/2003
(b)

In design (Program Manager)
Under construction 78% completeCoordinate UST removal

MAJOR
MAINT.

Summit Park ES

NW

2

CAPITAL

Summit Park ES

NW

2 Dom. Plumb, Exhaust System

$153,362

QZAB

Sussex ES

SE

7 1,908 s.f. c.brd/2,910 s.f. t.brd

$52,000

CAPITAL

Sussex ES

SE

7 Window Replacement

$745,500

4/2/2002

8/2/2002

CAPITAL

Sussex ES

SE

7 K-2 and Apparatus Replacement

$50,000

5/1/2003

5/31/2003

Heating, Plumbing, ADA, Sprinkler,
Wiring

MAJOR
MAINT.

Timber Grove ES

NW

3

CAPITAL

Timber Grove ES

NW

3 AHU, Dom. Plumb. Repl.

CAPITAL

Towson HS

CN

4 Track Replacement

OPERATIO
NS

Various

All

CAPITAL

Various (54 ES sites)

All

Monitor water condition at 9 schools on
wells
Playground Retrofits & Age
Appropriate Signs

Under Construction Phase I 100% Phase
II 98% complete

$520,000

$420,000

$805,000 $1,656,400

Under construction 95% complete

3/12/02 (b)

Coordinate UST removal. New
construction 90% complete.

$389,818

3/30/03 (b)

Group II - 1 (west)

$275,000

3/7/02 (b)

$801,000 $1,425,600
$194,909

Group II-4 (east)

9/1/2002

Construction complete
On-Going

$160,000

40% of schools in progress
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QZAB

Victory Villa ES

NE

5 2,094 s.f. c.brd./614 s.f. t.brd.

CAPITAL

Victory Villa ES

NE

5

CAPITAL

Villa Cresta ES

CN

6 Window Replacement
Sump pumps, Plumbing fixtures, san.
piping

CAPITAL

Villa Cresta ES

CN

6

MAJOR
MAINT.

Villa Cresta ES

CN

6 Windows /Network

CAPITAL

Warren ES

CN

3 Repaving Entire Site

11/1/2002

$218,000

$279,982

3/26/02 (b)

On hold for summer 2003

$110,654

$221,308

3/30/03 (b)

Group I - 2 (east)

$1,329,000 $1,678,000
$125,000

Heating, Plumbing, ADA, Sprinkler,
Wiring

Warren ES

CN

3

CAPITAL

Wellwood ES

NW

2 Canopy

CAPITAL

Wellwood ES

NW

2 Window Replacement

CAPITAL

Wellwood ES

NW

2 AHU Repl., exhaust fan, lighting

OPERATIO
NS

Western Tech. HS

SW

1 Playing fields

CAPITAL

Westowne ES

SW

1 Window Replacement
p (p )

CAPITAL

Westowne ES

SW

1 switch bid

CAPITAL

11/30/2002

Westowne ES

SW

1 K-2 and Apparatus Replacement

$80,000 $2,018,069

various

9/1/2001

Pr. Mgr. - Construction 99% complete,
Summer completion

4/23/02(b)

8/9/2002

Construction complete

10/1/2001

10/1/2002

Under Construction 99% complete
Design fee requested

$191,000

$229,178

3/26/02 (b)

Under Construction 98% complete

$300,566

$601,132

3/30/03 (b)

Group I - 1 (West)
Review Sp-Gr. property for grading into
baseball field

$179,000

$250,767

4/2/2002

$94,190

$188,380

3/30/03 (b)

$50,000

5/1/2003
3/15/2001
(b)

Ceiling repl. (part.), elect. Upgrade,

,

8/2/2002

Under construction 90% complete

Water pumps, condensate pumps,

Elect. / Htg. System / Kitchen / Plumb /
Windows / Network

MAJOR
MAINT.

Westowne ES

SW

1

CAPITAL

Westowne ES

SW

1 double ht. Water fountains

CAPITAL

White Oak School

CN

3 HVAC and networking

Winand ES

$30,000

Elect. / Htg. System / Kitchen / Plumb /

MAJOR
MAINT.

MAJOR
MAINT.

$31,500

Apparatus Replacement & 5-12 system
retrofit

$1,084,000 $1,478,000

Group I - 1 (West)
5/31/2003
9/1/2001

Pr. Mgr. - Construction 99% complete Punchlist

10/1/2002

Under Construction 10% complete
Under Construction 96% complete,
coordinate UST removal

Modify all faculty toilet rooms & Add

NW

2

Heating, Plumbing, ADA, Sprinkler,
Wiring

$72,000
$619,000 $1,229,725

6/1/2002 (b)

$811,000 $1,410,500

10/1/2001
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CAPITAL

Winand ES

NW

2 Oil Tank Removal

CAPITAL

Winand ES

NW

2 RTU's, UV's, Dom. Plumbing

CAPITAL

Windsor Mill MS

NW

2 New School

MAJOR
MAINT.

Winfield ES

NW

2 Heating, ADA, Sprinkler, Wiring

$514,000 $1,200,700

CAPITAL

Winfield ES

NW

2 Unit Vent Replacement

$185,795

CAPITAL

Winfield ES

NW

CAPITAL

Woodbridge ES

MAJOR
MAINT.

Woodbridge ES

Complete
$204,200

$408,400

1/30/03 (b)

Group II - 2 (west)
Feasibility Study complete. Presentation
to Board to be determined

$750,000
10/1/2001

$371,590

3/30/03 (b)

2 Apparatus Area Replacement

$25,000

8/1/2003

SW

1 Repaving Entire Site

$50,000

SW

1 Wiring

10/1/2002

Under Construction 97% complete
Group II - 1 (west)

8/31/2003
FY 03 Request Additional money - On
hold

Heating, Plumbing, ADA, Sprinkler,
$79,000 $2.,882,150

Apparatus Replacement & 5-12 system
retrofit

CAPITAL

Woodbridge ES

SW

1

CAPITAL

Woodlawn HS

SW

2 Grounds building (D/B)

CAPITAL

Woodlawn HS

SW

2 Boiler Replacement

CAPITAL

Woodlawn HS

SW

AGING

Woodlawn HS

CAPITAL

$30,000

10/1/2001

10/1/2002

7/1/2003

7/31/2003

Under Construction 70% complete

$200,000

In-house spec for D/B project

$225,000

$225,000

In house design

2 Science Room Renovations

$560,000

$720,000

SW

2 Fire Alarm replacement

$257,089

Woodlawn HS

SW

2 Addition

QZAB

Woodlawn MS

SW

2 Exterior Door Replacement

QZAB

Woodlawn MS

SW

2 Gym Renovations

CAPITAL

Woodlawn MS

SW

2 Time-out room

$3,457,000 $8,911,000

8/23/2001

1/1/2002

Under Construction - 95% complete

5/23/02 (b)

9/25/2002

Under Construction 95% complete

6/1/01(b)

9/1/2002

Under construction 99% completePunchlist
Adv. To start

$75,000
$200,000
$25,000

4/10/02 (b)

10/15/2002 Under Construction 75% complete

3/13/02 (b)

8/23/2002

Construction complete
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QZAB

Woodlawn MS

SW

2 Exterior Lighting

CAPITAL

Woodlawn MS

SW

2 Ref/Freezer Replacements

QZAB

Woodmoor ES

SW

2 2,158 s.f. c.brd/3,136 s.f. t.brd.

MAJOR
MAINT.

Woodmoor ES

SW

2 Networking

QZAB

Woodmoor ES

SW

2 Enlarge openings to toilet rms.

In-house design

$70,000
$150,000

6/1/01 (b)

2/28/2002

Under construction 99% complete- CO
Work

various

9/1/2001

Construction complete

$57,500

Elect. / Htg./ Kitchen / Plumb /
$464,000 $1,883,000
$30,000

